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_ lee Center for Vocational Education is con'\tinuing progr.ammatic research to dével‘ép more
effectivé procedures for identifying valid and necessary curriculum -content.” One product of this "
. effort is the five-volume description of procedures for constructing task inventories, survaying the
task ‘performanc?f occupations, and analyzing survey data to aid curriculum pianners and devel-

FOREWORD TO VOLUME3  * - .- 'j . -

opers in determinyng the appropriate performance cqnteﬁt for_job training\,ﬁ:fe Jprocedures are . .
intended to be of/value to both occupationat-turriculu rsannelvand- those persogs cancerned’ -
with noncurriculum issues of occupational descriptionmmd’ating of job contentanformation.
. . . - ' ) 3 N ) -
This set of procedures revises and considerably expandsufon an earlier versioh of task inveh-
_tory and survey procedures in The Center’s report authored by William Melching-ahd Sidney Borcher,
R&D Series No.. 91, Mocedures for constructing and using task inventories, March 1973. The'initial ~
procedures profited gfeatly and drew heavily frdm the report by Joseph Morsh and Wayne Archer
_at the USAF Personnd\Research Laboratory, Procedural guide for conducting occupationél survéys
in the United States Ay Force. Center g;&plob'ment of the inventory and survey processhascon- .. ,
centrated on theirtadaptation to purposes of helping in the dérivation of curriculum content. Thijs .
-adaptatiop has.included greater concern for how a task fs stated, what task information $hould be
* obtained, and how tg use this task information in selécting the moJe relevant and critical content
-~ that warrants consideration as a learning objective.. . ¢ = "7 ‘ '

- . )

- e

Trle total set of volumes in thi& series consists of the following titles:

. , .
S . 4 ) . ;"
" Volume 1: Introdiction. - - T TN
* - * ‘:-,"5 ’ ) ’ N :.. ’ ‘ )
. Volyme2; Stating the tasks of the job. ' . ' oo

Volbmp 3:" Identifying relevant job performance.

. 4

. . . ,: i ' f . . “
" Volume 4. Deriving performance requirements for training. -~ ( .
- Volgme 5; Processing W,détq; Technical appen&ibes. o

. 1 :
Th‘is/ocus upon the performance content of Specifie octupations is parallel ta The Center’s \
1 fos the conceptual and affeotivecontent of training, as published in earlier reports, R&D.
ies No. 98 and 105. Results of several research applications of portions of th@process as it was -
heing developed are publishied as R&D Series Np) 86, 87,88, 108, 109,'and 110. Currently under- ~ =
way is an exploratory su f more generally applicable skills that may be used in different occu-
pational areas as wel}/as wighin a partieular occupation. Such occupationalty transferable skills or
competenicies woulfl seem {0 be usgful complementggo the present concern Tor job-specific contents_ Coe
R . L) . * \ , . - * - e o
Yolume 3, Identifying Relevant Job Performance, guides the reader through an explicit sgtef~———~ ' Jl
. proceduratsteps, assuming that a compreherfsive list of potghtial tasks already exists andfis available
Jor yse. THe volume describes the design, administration, and analysis‘ofétryitionnaire surveys of ~ -

2 . ‘/ N
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S ' * = v 14 . ' \
o occupmonal performance The purpose of this stage of the protess js to produce adescription of v/ }
* N extent to which task activities are part of the job expectaricies of workers in a partccular och
ion or functaon:;pr to dufferentlate between job types within‘an.occupational area: o B 4

&

X .

persons over the last seveyal years notafly that work s};onspred and conducted by the USAF Per.’

sonnel Research Laboratory There al aspeen extensiyg input from the many vocational edu--

cators, curficulum developers, occupatlonal instructors, employers, job supervisors, and worker$ -
PR themselves who have been ihvolved in various aspects of trying out different pornons of the pro-

ce&s feported here.

The proc‘ﬁufes benefit from a vaiye((( o! reported reseanch studms and experiences of many
h

. .
Tﬁls volumgespeclally beneflted from field tryouts of the ongmal Procedures for construct/ng ..
. and using task inventories by several’agencies and individuals. These tryouts were coordinathd by vis
. Earl Russell and.Connie Warren; and involved the participation of eight state curriculum laboratories * v
" within V- RECS (the Vocatidnal- Technical Educatuoh Consortium of States) in the development of
‘19 task inventories. Addifional tryouts were conducted by a local school district in Colorado.” One . ~
umversnty prpfesor of vocational educat;on used the original report as 4 supp!emental text. Severa!
_vocational education graduate students at The Ohijo State University dlso empleyed the reported”
. , proceduregin their dissertation research. The cooperation of these pamcupaﬁte an&the useful feedr .
back of their experiences with that. report are very much appreciated.* Within the project.staff,
‘< Frank Pratzner, Duane Essex David Gllmore,and Earl Russell contributed substantially to the de-
‘ velopment and tryout of the otcupationaksurvey procedures. *Dr. Pratzner was director of he R&D
program in wJuch gﬁfwe volumes of this set were developed. "The work of which this volime is a ,
part was sponsored by the Education and Work Group"of the Natq,onal Institute of Education, with )
Robert S}dmp serving as Pro;ect Officer. - ) ;_ . o PR
Contmued improvement can be anticnpated as wnder e);penence is gained i in the |mplementat|qn -,
of task inventories and occupational surveys. It is hoped the present procedural descnpt;ons may be )
. of immediate use and value in-aiding and proinoting such implementation. By such means there .
.. -+ should be mcreasmg ‘assurance that curriculums and instructional materials provide for those thmgs
N “most appropriately learned in a training program, and that students will be_learning skrlls whuch are® . .

** important toand réquired for effective job performance. - PR
- i’ - . )
- | S - s * . )
- - - ] 2 ’ R ¢
- T Lt ‘ o : .
. “ ’ \ v
v N . . ‘ i
c ! ' T~ Robert E. Taylor ‘J | - :
hae . L o, - Executive Director . -
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Given that a comMete and accemablejlst of potential tasks i is available (per dlrectoons gw
Votume 2), the next effort is to conduct an occupational survey of task performance. Such a sur-
‘vey INntended to obtain specific information about the job performance of each task from many
people d|rectly khowledgeable a?ut wark bemg performed in the occupations bemg studied. v

* Volume 3 conveys proeeduras and gundelmes for developmg task questlonnatres that may be

used-to identify how relevant each task is t0 a particular occupation. Job relevancy information
* serves primarily to describe and differentiate the occupgtions within the scope of interest. For pur-
‘poses of developing or verifyirg the curriculum content of job training programs, this lnformatnon
helps identify what work activities are likely parts of the job. Hpwever, not all possible tasks war-
mMnt consideration in trammg programs. Expanded suryey procedures are described in Volume 4 to,
" provide additional mformatlon about each task to help in deciding which relevant tasks should be

ained, and what features of a‘task should be the focus of the. training content. The basic process
of gathermg relevance data is presented in Volume 3, to b of separate value to those users who may

wish ofly to describe the performance content of occupations, Use

ishing to select.critical job -

content,for curnculum. purposes must follow both Volumes 3and 4 ogether.

‘l

There are four major activities to'follow in conductm%patloml surveys First there is the
+ design of the survey, mcludmg poth the advance planning of thetintended data analyses and’ the

.

e ]
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desjgning of survey E)ué:ignnaire's thadwill yield tadk data in a form that will accommodate sichr { |
tyses.- The other three:majof activitiés pertain to the process of obtairing dgta on task refevancy .
from persons close’to angd knowledgaable of the actul! performiance situations. Using survey instru-
roents called Task’| Inventory Questionnaires {T1Q), the threé major activitiesinvolve {a) administer-  * .
ing the TIQs to selected types of respondenys, (b).processing responses given to the Tlds', and
ta) reporting resulgs tg others. Figure 1 depicts the sequence and component steps. of these-activ-
. ities. Procedural step¥are consecutively nimbered to follow the first six steps described in Volume

-2. . . . - o - . ' .‘.
. Vo, .. . e e . ( . .
. 7 .. -7 ‘v M .. ! N ’ N . . .’ \ .
_" DESIGN THE SURVEY Lt a - C : L |
‘ . = R ’ . Lo, . S
. Plan.Data Analyses ] .o ~ ' < ‘ <, i
1 .0 Noods '° A ‘ , ' R “ . . ) [
®, Task Information ‘ PR OBTAIN BELEVANCY DATA Ce PR
® informant ' — . £ . O
Backgrounds * Administee Process T1Q Data . Report the Data .
Data Summaries Questionnaires - . , "y
' . - ® Prephiation ¥ . I
| -Sem7.89,10 . © ® Arrangements | OTClusters(if | ° | @ ToParticipants . | v
: - ? — - ® Instruction néeded) - |. @ Formal Record , -
AWl Design Questionnaires ® Printing r @ Summaries -] ® FutureFile _ - .‘
) . and Their Administrati ¢ Récoghitidn vOAmlyns‘ . | :
® Formatind Sampling || = Sters 13,14,15, 164 Steps 17,18,19,20 "| seep21. ’
©- Pretest : . - e / —a ; g
* /| " Steps 1120d 12 - S oy A . ' o
— ‘ . , v B . .
) Figure 1. Procedural steps described in Volume 3. T

~The activities and procedural steps described in Vol;/me 3 are intended to provide a tirflely and
represantative base of current task performance data, seyving to validate each task as it pertains to
* wthe separate eccupations defined (ip Step 1) as of intergst. Such validation in turn may be used to
- describe the composite of work performed in an occugation or for subgroups of workers. i )\ ‘
Lot , » . P 34
. Relevapncy of tasks to an occupation is variable. Some tasks are more rel&ant than others, their
degree of relevance being a méasure of dccupational validjty.” Several kinds of information’(as noted
later in Step 8) can be of use in identifying how job relevant is each task. The present procedures
* / for assgssing relevancy rely primarily upon the percent of workegs perfon_pirig a task and the extent
to whichsthat task is judged to be a part of the job of workers in the occupation. .The measurement
" issuk redarding job relevance is not whetlper or not a task is relevant, but to what.degree it appears
as part of representative work assignments. "Thus, any one task may be relevant to several related
"~ +  ocghpations, but in differing degrees. r, a task may be highly relevant forgnew workers, but nearly |
" nonrelevant for very experienced senior workefs: Such distinctionscan serve to différentiate be- : |
tween related occupations or between'particul’a'r subgroups of workers withip an 60cupation. ’

This capacity todistinguish between different groupings of job assignments is called upon in
Step 18. Using various statistical techhiques it is possible to use’task relevancy data-to identify .

= : - ! “ s
i‘ . . L,
.




oL -clusters of highly similar work. That i is, job positions in which wdrkers tend to perform the same
, ' tasks (and these tasks have simifar patterns of sugnlflcance to those workers) would fall into one
o eluster. Another set of job positions that do somewhat different tasks (and where the significance
. fatterns of any tasks comman to the first cluster are‘also dlffel‘ent) would faN into a second job
: cluster ) . o .

- - . . Y

Analyznn‘; jobs into clusters of similar work i§ r%st helpfut when studying an occupational area”
, where the distinctions between occupations are somewhat fuzzy apd uncertain, or when studying an
- -occypation that is stilt evolving'and undergoing change. Failure to distinguish between job types can’
- result in misteading validation gf tasks, with relevaricy information beihg summed across a hetero-
> geneous mixture of job positions'suchy/that any summanes may not accurately portray What tasks "
are relevant to any actual-job or occy atlon A . : .

1 2
’ oy, - - ’

“
-

-
.
g

Given (a) the deflnmon of the\scope of occupatlonal»tralnlng interest and (b) the com

<0 * _ Where the pccupatlons can Be well defined in advance orwhere clearly. only one occupatlon is '
. ‘to be studied, then the survey pr9cess becomes much less complex It simply invalves the following
actlons \ ., .
b . ) . . -
e i . ’ N . , .
) ; ‘ '

W “

hensn

«Then

. ~ ;
®  Pretest th,e survey mstruc.tlons or any hew question fonmats. , .
. . 5 )'
®  Make arrangements for having the survey questlonnalres admlmstered to the types
/of persons that are wanted.
. —

ve list of potential tasks performed by workers within the scope defined.
- , -+ 4in accordance with Steps 1-6 of Volume 2)

‘e

-
o

Select the questions to be asked about each task to provnde desnred descnptlve dat?/

on-task relevance e 1 . é
Desugn a sampling plan to obtaln representatwe task data (that is, decnde‘{ow many
and whatvtypes of persons are needed to.answer the survey’, >

. 0}

Print and distribute the task survey questionnaires to selected responden'ts.'

- .
- )

® ~ Prepare the returned questionnaire data for computer ‘processing.
® Compute descrlptlve summaries of responses to each task.,Do this separately for
each defined job type or for partrcular subgroups of persons answermg the ques- ’
. tlonnalre :
, Co : L ’
®  Perform desired analyses of the data summaries, such as compari between oc-
cupations or_subgroups, ora ranking of tasks on their degree of rmw toone ’
occupation. . 3 .
® , Prepare re96rts of the survey and anajysis results. ° i
» * » f
f ' . ’ L .
N : - ‘
- ! 9 ~ , . ]

L

v ~




. the fact that, the occupatiohal surveys are really a very straightforward process of administering ques-

. . . v e
s - . ’ -
‘a’ * - -

& .- . . 3 . L ,
ese nine actions correspond generally to,Steps 7 througli 21. as described in this volume, with =,

24 e exception that Step 18 (Clustering) is unnecessary when the occupations surveyed are already-

well defined. Descriptions of procedures and guidelines for accomplishing this process aregiven in
detail in this volume. , R y -

. Several options are discu'ssed, to accommodate a variety of special situations that may arise or

‘s
-~ .

~ - *

. of special studies that may be desired. ‘It is hoped that such détail.may be of help-when doing sur-

veys for the first time or when particular problems-are encountered. However, do not lose sight of.

tionhairés to a group of knoWIedge‘ab[e persons. When the bounds of thg occupations to be studied
are unclear, then the job glustering of Step 18 should be used to identify the differential work per-
formed in component job types. It then becomes possible to summarize the questionnaire data to

describe-the relevance of each task to eaoh identified job type or occupation. .. -

. % - \ - s

e

.
@
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- ACTIVITY D: PI.ANNING

SURVEY DESIGN AND ANAI.YSIS

Analyses -

® Ness

s 0 Task information
luformam

Badtwounds
® _Dm Summaries

J , Steps7,8:9 10

©
-

Design Question-
naires and Their
° Q. Format and
Sampling -
® Pretest

Steps t1 and 12 -

Givel

" activity: .
>'Step 7:

P seps:
' > Step 9:

o,s_slcn"me SURVEY

»
~.

e PELE 5 N
, v . ‘v . ., - ¢ -
' L ""_"r e, .
. - PN “ < . ;‘:;’ — ! _ -
2 R *S"‘:?‘t‘-* S < ' ‘
“ . o I S ]
' I = .
LY
. . P . o 7 ‘. '
' N
, .. OBTAIN RELEVANCY DATA - !
. ; z . .
Admunister " e
Questionnarces . Procesid tQ Data * "Report the Data
L Arranger'n'ents ® Preparation ++'® TH Participants

® " |nstrution
® Printing .
® Recognition

. Steps 13, 14, 15, 1_6

P

-

-® Clusters (if
Aeeded

|

® Summaries -

. @ Analyses R

Stepsﬂ 18, 19“

i

R 7’.
. St‘pZI .

® Formal Record .

® Future F'dsa

®
.

neeq,to plan the intended survey: its design
. focus of Activity D. There are six progedura

*

< -

e avatiebmty of an edited and pilot tested list of potential 4asks for an occupitton or
. - area, and before  obtaining field data on the occupational relevance of each listed task, there is a

Do
<

appropnate analyses. This advance planmng is- the

ps/to be performed in ﬁarrymg out this plannmg
. -~ \// :
Determine What Results Are to Be Sought ‘

betermine What Task:tnfbrmatidn Is Needed

» Stepr12: Pretest Questlonnalre Instructnqns and Format

R

1

t

Al

L)

Determine What Respondent Information ts Needed

’ Step 11 Déslgn‘Survey and Its Admlmstratton

h 4

é

Each of these steps is described in the sections which fotow.

-

o

[

<

’ Step 10 Determine What Data Summanes and Analyses Are Needed e

L

-



o STEP 7: DETERMINE WHAT nssuurs ARE‘ To BE
i SOUGHT . U « " 1

L4 .

. : . . ,\? ) [ - . * » N
f . t The defined scope of mterest provuded by Step 1 Now serves as a startmg point for decodlng
. what information or descriptions qre desnred Itis necessary in Step 7 to clarify fully what results

X . * ard warited from the occupatwnal survey and sub t analyses. Such clarification will help as- .
p o - Qu;e that thé“survey will gather the type of data | needed and in a form'that will be useful . *“

" .« Job relevancy data can be used for several purposes partlcularly to provnde descrlptfons of:

[ Y
" . - e Work actwmes performed if.3 slngie occupatlon servnng to define and vahdate the per-
- ' formance characteristics of that atcupation. e - . /. ..

. P o leferences in work performance 8s a functlon of jOb focation, type of industry, leng
.- a ot job experience of the workers, job’ specialties within the occupation, source of trai
A Cooor other background characterlst;ts Qf the persons‘ answenng the suryey questlonnalre or

ot N ofthe employment se‘ttmg . . .. .
Ll ® Coimparisons of snmllarltle’s and dlfferences of the work ber;forrqed |n-two or more occu-'
R patlons > . s L L
., ) o . . ~ . - . ™ d -~ \.‘ ‘
Y J'J' rends over time, of changes occumng i the work performance characterlstlcs of an oc-
. ' -cupation. * . vt - ’ -
AN : . ) * '
o, ° ’Oc'cupatlonal clusters eX|st|ng within an. occupatlonal area. 4
= - @ Clustérs of |ob specuah{les existing wnthln an occupatlon or wh |ch are evolwrig,
Lo . ®  Comparison of job performan*ce requ»%ments as weWed.by different types of pe}sods
N (for example, workers versus rmmeduaxe supentisors workers versus training personnel)

Establushlngwhat data sum.marles andeanalyses are netéssary to achieve the desired mformatm
" oF conclusions will help in deciding (in Steps 8 and 9)- at task and respondent informatior should
be gathered by the survey. As approprmte procedures jiven in §teps 8and 9 will note Specm

. Cont:ern for task mformat;on' mvolves both what q'ilestlans to ask about each task and what
typeof person fS to provnde ahswers to each task question. It is recommended that at feast-two dif-
ferent types of persons answer task questlons to provide Bases for measuring the job refevancy of -

. éach tm hese‘tWQMpes usually should consist of workérs and of supervisors for each occupatlon
"with workers reporting on the activithes they actually perform und supervisors reporting a composite +

e " of wbgt the? expect rep tative workgrs to.do in their operation. Agreement by both types that
\"f “ a task is of very low or o relgvance to a specified occupation serves to |dent|fy tasks which €an be
U constdered as ”nonrelevant . ‘ . R

.

.\d



' _ ' L) .o e . . .

By ‘the iyo.group process, from their differing perspectives of the octupation, the likelihood
* is increased that conclUsions about task relevancy will bie reasonably sensitive to the work activities
" actually performed and also sensitive to broader perspectives of what is htended and expected in
the near future. For example, few workers in the secretarial field might be-expected to indicate
© . current perﬁormance of tasks associated with word processing systems .whereas sy isOrs might .
be aware of forthicoming installation of such systems or of comparable new technoogjes gxpected
. 'soon to be lmpactmg,upon the occupation. If only current werker activity were used as the basis
- of measuring relévancy.here could be a tlanger of considering as nonrelevant those tasks just be-
gmning to emerge as part of the occupation. And, conversely, tasks beginning a trend towatd ob-
.solescenée cou' the momentwof measul’emént be judged undujy hugh in relevance to the 1ob

»

An exce'ptlon to the two—group process is npeessary whep the survey / dath are to be used to,‘ e
|dent|fy distinct job types represented within a pool of workers answering a survey questuonnalre
= “To apply the, statnsncal clugtering roytines for such identifications (Step 18), usualiy only the re-
* sponses of | persons telling what they themselves.do are used to derive clusters of ‘comparable job '
posrt‘bns Addmonaﬂy, only one question asked about each task is used in the statlst'l compu
tatuons oo .. .
Subsequent to the id ent|f|catron of each of the jOb types, it then becomes reasonable to apply
two-groyp process for estabhshmg the relevancy of each task to a particular type of job. Super-
ratings need to be obtained separately for each specified otcupation or job type. . -

-~ 4
v » -
¢

3 hd . - Pl -

7/

3 »

. ' " If itis felt fhat the defined job types (Step 1) are adequate for the needs of a-

e

rticular study, Step 18 clustering may be omitted. If not adequate, cluster: - .
g must be accomphshed hefore jt-is Possuble to administer questionrfiires to ;
per’sons other than workers describing their own job. i - ) L

v
N

. . <. ag ks,
v ¢ / . . NI
' 2 ’ 2 ¥

. . . - o . 1

»

Tpsk questlons for descnbmg ]Ob relevance. Questions regarding the *occurrence” and the -
“slgntfucance of tasks are used to' measure job relevancy. Each may be asked of immediate super;
visors as well as of the workers actually doing the job, creating in effect four specific questlons

- .
P [

1. Actuaf Task Occurrence {asked of warkers)
. ' ¢ .
L During the tast year or so, whlch of the hsted tasks have you performed? ’

IS

' 2. Desired Task Occurrence (asked of immediate Sugervisors)’

.

bech of the listed tasks should be performed by such workers in your operatuon (orJ
— " office, firm, shop, garage, etc.)? ¢ X
. P ‘ N 4 . ¢ .
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e

’ Instru_gt'igns‘and responf scales for each of these four task questions are illustrated in Step’11. -
* Questions 3 and 4 are an adaptation of a scale proposed originally by Hemphill (1960) for the study

- Generally, no more than one additional questicn should be asked of any one respondent, so that no
individual néeds to answer more than two task questions.

~of each task is certainly one important ingredient for deciding which tasks nepd initial or-preefnploy-
" ment training. Tasks performed by a majority of workers inthe first few years of employmentare .,

. sons close to the intended performancesituation: -~

"= Coridition I

- 4 was not in‘the reports, but is an adaptation of the prior Question 6. Sqme 12 task questions

- ] . f o T . ) o g
3. . Extdnt Task Is Part of the Positian’ (askédiof workgrs) S
: . S S * - B
How significant a part of your job is each listed task? * !

« o ‘.
4. Extent Task Is Part of the Job? (asked of immediate supervisors)  * * o

* - i“ ! > -~ - ! . a4 " - -
How significant a part of the jobyofisith workers'in your operation is éach listed task? ¥
°- ' ) . ‘

of the activities of busingss executives.. All of thesé questions tend to provide highly reliable grgy oo
data.t ’ . ' . . . [ ! .

Some other task quéﬁionstﬁat have been used at various times by othgrs to desoribe job rele- t -
vance and task performance aresnoted in the Appendix. If any such additional descriptive-task infor-*
mation is desired, it can usually be added to the survey questionngires using Questions 1,2, 3,0r4. -

/S . - ) .
Additional questions for use in selecting tasks for training. Information about the job relevance

N &

common candidates for inclusion in formal training programs. Training for tasks perférme’d by rel-
tively few workers {say, less than 20 or 3 is typically corisidered as not cost-effective for school-
sedvbreernploymeriwprograms. o )
-= Additional task information is needed, however, to specify more précisély which relevant tasks
warrant school training, and to what level of development. Questions to support such decisions are
presented in Volume 4. These questions wWould be administered concurrently with relevdnce ques-
tions when such task data are desired, : ' : ’ ) .
Options for questionnaire|types when survéying a single occupation. It cap generally be anti-
cipated that one of three conditions will exist with regard to the availability and knowledge of per-

* oy

are proportionately fewer immediate supervisors available or directly
knowledgeable of the occupation. :

. ) ' ‘ /
- ﬁ‘hway many experienced and knowledgeable workers exist, and there JJ/

[} “

[ »

- . I Y ~, e PR . -

o

’ ) N . . .
VFot those readers familiar with the previous occupational survey reports of Center

Series No. 108, 109, and 110, Question 3 here is identical to Question 6 in the reports. uestion
were included in these earlier’studies. Only selected-ones of these are recommended in the various,

types of questionnaires in Volame 3, and a couple others are mentioned in Volume 4. The tech-
nical grounds for the.selection of task questions is offéred in'Vejumés. o ’

! . . 14 ‘ ‘ ’
¢ = .. ) 15 - el } /
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Cynd_ithn o - 'Relativelyfwexperiencehand knowledgbeble worke e;&iﬁ’.\%ut there® :

I

ST N T TR e Ty

are relatively many supervisors available who are directly knowlgtigeable
- * of the'dccupation (such as when there is a very low ‘worker-to-supervisor
‘ .ratio, as may occur in small shops and offices). . : . -
- 2. ' v . - - - "
. A - Condition 1li ~ _ A newlyevdlving occupatiom with few experiencBd and kriowledgeabl®
N o ‘ ‘ S orkers existing, gr other situations where most “‘workers” are not anti-
: N RS ipated to Ise very knowledgeable.of the occupation. This'could. occur i
) .for some selected life.performance situation where segments of the pub- -
\ Co *.  {ic might operate/as the ‘‘workess,” and key individuals in the communities
g ) —— (or subject matter specialists)‘serve as the “supervisors” for the purpase of
T survey responses. © S '

° &

-

S Under Cond??)n | either of two survey types f:grpabe used, if orily. relevance data are desired: -

« Type A, .using Question 3 (Extent Task Is Part of the Position) with workers and_
: Question 24 Desired Task Occurrente) with immediate supervisors. 1‘.-
.- Ve . . . ] L B R LY
/ e TypeB, using Question 1 (Actual Task Occurrenc#) with one gfoup of workers,
- "Question 3 {Extent Task Is Part of the Posltion) with a comparable second, ..
) group of workers, and Question 2 (Desired Task Occurrence) with immediate -
¢ Supervisors, . ' © T

<

o Cox C el N % i
L o~ These survey types, Types-//\ and B, are the pref'érred versions{for most conditions that will be com-
* monly encountered, though additional types are cited below for use in*spggial circumstances. Type
B permits additional verification of task relevaney, useful when sufficient numhgﬁgf workers are
available to survey two separate groups. This type alsd collect§ directly comparable data from both .
. workers and supervisors, making it possible to detect wide differences bétween worker performance o
* and supervisor expectations. A survey type using only Questions 1.and 2 is not recommended since, -
for about the same amount of administration effort, it is gossible to obtain-additional usable task -
information by also’asking-Question 3. - T ) T -
X . -

- ~ Also under Conditipn 1,-when it is desired only to survey workers, a third type can be of ‘use: .

N . .

o -~~~ &  TypeC, usingQuestion 1 (Actual ‘Task Oécurrence) with ong group,of workers and'g
- Question 3 (Extent Task Is Part of the Pdsition) with & comparable second

» aroup of workers. T4 . i . .

: y ~ e

§ An accasion for use of this type of questionnaire might occur when a professional or labor associa- -,
tion wishes to survey its membership to defermine the extent {o which they per_form‘taské of the
.ﬁscipline of craft. Analyses tould then be accomplished 'qn the basis df different I;ackgroun’d
characteristics of those responding, such as experie[}ced workers versus inexperienced worl{er&

- -

~

[} A

. Under Conditions 11 and 111 either of two other s(irvéyq;hcari:be used: <
- ' . . P . © .
® TypeD, ‘using Question 1 (Actual Task Performance) with workers, Question 2 (Desired
) Task Occurrence) with one group of immediate supervisors, and Question 4 -
TN (Extent Task s Part of the Job) with a comparable second group of supervisqrs.-
[} - e 4 - o,
—~——— , 4 ' . ’ *
® TypeE, using Question 1 {Actual Task Performance) with workers and Question 4

(Extent Task 1s Part ofthe Job) with immediate supervisors.




These five questronnaire types are summarized in anure 2, along with an indication of when
-* each mlght be used dependlng on the antncrpated avarlabrlity and knowledge of worker and super=
. visor groups.. )

— Ommm for questionnaire types when also |dent|fy|ng(}ob clusters To prowde the task data
r"eded in Step 18 for applying statistical clustering routines, severat additional survey types may be
used. These usually should be used, however, only when very large numbers of workers are availablé
to be surveyed. ThGugh some statistical clustering procedures for small groups (less than 200) are.
noted in Step 18,these would-be less preferred than those whlch handle large numbers of respon-,

- ’deﬁts {sych s on the order of 2,000 persons) ) -

L Type F, using Question 3 (Extent Task Is Part of the POSItIOﬂ) with workers through-
out the occupatnonal area. .
® Type G, 'using Question 3 (Extent Task Is Part of the Position) with workers' and, after
clustering, Question 2 (Desired Task Occurrence) with supervisors of each |den <
s 1|f|ed 1ob cluster. - .~ .

<z .

o Another task question has been found useful in a number‘of occupational studies conducted
. by the Occupatlonal and Manpower Research Division (AFHRL) and the Occupatjonal Measure-

= ment Center (ATC) of the U.S. Air Force. Itis parﬂ?:ularly effectjve for identifying clusters of job
types if one has access to their CODAP {Comprehensive Occupational Data Analysis Programs) com-
pUter program system that was developed to analyze and report occupational information colfected
with task inventories (Christal, 1974). The grouping program within CODAR makes usé of data pro-
— vided by the question tq comp/:te the overiap of each pair of workers responding, this in turn serving
as the basis for extracting clusters or groups of snmlla; work performance patterns. This additional
task question is: ‘. < .

5. Relative Time Spent (asked of workers) : ] (
¢ " ‘ - .
. " Compared with aH Yher tasks you do in your Iob how much t|me do you spend doing
e eaph one of the list tasks7 -

Though this questlon is pot part of the prdcequres generally recommended in Volume 3, it is cited

for possnble use when there is a need-and capacity for clustering-occupations by means of the CODAP

. grouping program. Further mention of the processing of data obtained by this question is noted un- -

* ._ 'derStep 18, CIusterlng of Respondents into Job Types. Step 11, Design Survey and Administration,
v |l|ustrates a typlcal questionmaire format for Question b used along with Questian’1, o

-

en it is desired_to-use the CODAP clustering programs for/\/entlfymg job clusters, Question

- 5 (Relative Time Spent) may be added to Question 1 (Acgasl Task Occurrence) on survey Types C
. . and E, or used'with only one |arge group of workers. Thi oduces Types H; |, and J . .

e Figure 3 summarlzesjthese five questionnaire types for ga hering clustering data along with task
2 relevance mformatlon B .

-

o \ . ¢
- Seloctmg the kmds of sur\rey/ respondents wanted. \The genera rule for selecting the Rind of

persons desired for-answering task survey questions is to select. those who are closest to and imme-
) "dlately knowledgeable of the actual wbrk act:vmes being performed Most typically this will be

{

\ A s —~0 / . ) "
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Summary of Questionnaire Types for Surveying Task Relevance:. )
Questionnaire Workers - ) Supervisors
Condition Type - Group 1 Group 2 * | Group 1 Group 2
. ] 7
b " A Question 3 Question 2
| B , Question 1+ Question 3 | 'Question2 ., °
‘| -~ 7 C Question 1 Question3 | -
e 7 M 4 L ! _ -, .
nee L \ D Question 1° | Ou)estion 2 QuestiorM
) .. . ~', J v' ; '
S - E . Question 1 ‘ Questlon 4 ’kﬁf f":, e
: 1] Questiont ! 7 TR
\ , o. . = N \\;‘{;/ S
o . LT o ,/l\,l
T . ’ ) s L, e :1;‘
* Reconfmended Options for Different Levels of Available Respondents: : gy‘;’* C
* ‘ - ~'. ‘) .0 . i * . ’ ¢ ¥ )
3 M \ ) e r] .
2 4 v . e ' - - Availability of SL}erwsors ]
' R Toor ’ Many and ' Few, or Limited
Avgilgtylity of Workers ! Knowiwgeablé s Knowledge
'Ve,vy Many, aﬁ Experienced . T‘ypes A,B,D,orE Type C
Many, and Experiieﬁced‘ - 1. Type B Preferred, or Type B Preferred,
L. = . - Type A or Type A~ ..
) ' o SR / . — i
Relatively Few, but Experienced _ »] TypeA Preferred, or Type A
"y ’ ’ o Type D
- Few Experlenced Most Not Véry ) Type D Preferred, or- Type E :
ﬁowledgeable of Job Sone Type E
. . a . I . . ‘
' Q M ' - - ‘ '
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‘ ers m that occupatlon and/or rmmednpte supervnsors of such WQrkers Only rarely under .

o aI ci currw \:hould these respondents be instructors m occupa:zonal-trammg programs ,
N ) . .«*: « - - v -
L /t .Wh @*7" : 'blb it is recommended that both workers and immediate supervisors be surveyed.
 ~ t * This helps ptayide a balancs' between actual performance and des,;ed performance Workers res'pon'J
1 only to what thiey: '-: do mdwrdually, whereas each supervisor sums ‘across several employees to
; . provnde a rath’ts epresentative of atl,worke& of that type under his direct supervus:on. To- -
o gether these twg resportse sources carr yleld good profiles of task relevance-when using relatively few.

POV, ’where it is, p"bsmble to survey very large numbers of workers in\an occupatlon R
<P (fomnstance* several thousands ofWorkers) then it bedomes mpre reasonable todmit the supervisor
T questxons %&uopomve basis for n‘veasuunq relevange - . '
Yoo itis also possible to spec;fy the SURVEYING GF WORKE RS HAWNG CEBTA!NAMOUNTS
... - . OF WORK EXPERIENCE IN AN OCQUPATION. This is partlcularly important if the purpose of
"4 the study is to idgntify what is relevant to,some limited portion of the work force. For example, if
. * the study Is intended for use in determining performance content for preemployment or initial job
* = training for an establlshed ocgcupation, thep workers with from tWo to 10 years of éccupational ex-
‘pgrience sho predommate.»m the survey. - -This range avoyjs a dominance of task data from those
~ with ver\?‘hm|ted or very’ extenswe fob experience. A majority of very experlenced ‘workers wouyld
. tend to provide unrealistig 1.ob activity upon whicH to base the training needs of new workers
+ .. 'Supervisors should be,mstructed to consider prlmarlly workers with such experlence whe,n answermg ~
their ‘task guestions. - . w - X S
L “ » o ‘ » B . ' ] ;_,’ .
' S f WHEN THE COM-PLET»E OéCUPATIONAL SCOPﬁS OF INTER‘EST then the length of job. T,
. experience or of caree progressnon can be sampled to obtam similar .numbers of respohdents from S0
~ ‘each experience lev }) For mstaace the experrence rvels cou ge divided as foltows L
: T, e Less than twqyearfw. about one- th|rd of the workers . . .-
L T e e "rwo&to 10 y\ears }‘ﬁ. ,‘abom one- th|rd of the wogkers
Lot Y More thah 10 years — about one- thnrd of the workefs . =
e . éome knowjedge of th’eexpenence characteristics of the worker population is useful to set T,
. ! meaningful limitsen the range bf experlenrggeswed Thus, if nearly all ava|lable workets have orfly )
. a yedr or two of experlence as might eccur Yor a very new and emerging oc'cupatlon then obvnously |
Ty
|

oF those with littlé exper)ence-must predomlnate ,No one ruIe wﬂ’l fit all occupatlons

’ A .
/ - It should be cautlor]ed however ‘that placmg:restrlctlons on the population to be survey wijll
AN cause increasing difficuity in administering survey questionnaires to the desired people. And,At be-
- comes nearly impossible to instruct supervnsOrs 0@ what types of workers to report job perfofmance.
. ) For most general purposes itis simpler.to specify different characteristics of tHe emplo’yment settlng
than of worker qr supervisor characteristics. Thus, types and sga bf employing firms, as well as geo ,
- graph|c locations, can serve to produce representatwe task datd, with only a gendral |nstruct|6n 1o - Ge
*. - . "focusupon persons,mthln some broad range of éxpe(?ence \ . . .
Ve . . . . — ‘ P
Supervrsors should preferably have at least four years of recent experlence superwsmg workers
7 of the particular kind mvolvgd i the study. To thé extent possnble seek personsYVho\have had ex-
N perience directly supervising a number of workers of this type. if more tl'ian one occupation is in- N
cluded ip the Survey, then different supervisor questlonnalres are needed for each §pecified occupa-

“n- tlon This requires tHat the occupatlons be kngwn in advance.: lf they are not known but nebd to .- . |
( ) . . , ‘. \ T b V. < ‘

. ..
» . ~
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.be identitied W) clusfe'r/ ing procedures (Step 1#), then data for such élustermg must be collected Tt
and' mlvzodbeiore'admnmstermg the superyusoLguesthQn‘res . .
iy .o
~ For m cumculum content purposes the objectiye is te survey the RANGE OF EMPLOYr
MENT SéTT!NGSlN».WHlW TRAINEES OVER TIME MIGHT FIND THEM%LVES’S&EKING;
EMPLOYMENT, ‘With the high'mobility of the'population, this objective directs that 2 variety ‘of

.geographis or regional locations, cgmmunity sizes, employer slzes and emplaying mdustneepe the = ", |
focus ot’ most oocupattonal performance surveys . . ' . . o
4 “ .

’ There may, however, be speclal purposes fora survey that direct attentron to other samphng i
vanables These may Well jubtify high concern fdr obtaining responses of particular types of work- T
ers. Or they may indicgte_that pepsons other than workers and immediate supervisors should be

,_surveyed. 2 i, e : _ ) .

« A s e e

~——,

_;" S > . /\ . ?

- NOTE Worker cfiaracterlstrcs ate not especlally |mportant when the,purpose of the survey

v

isto ald in validating the cbntent of jobs, for use in constructing nondrscrlmrnatory employment

. tests. .1t is the test and its performance coptent that would be subject tosanalysis for differential *
impact on various types of people not the performance content of the job itself, . However, worloke/'
charactenstlcs could be of mterest for describing the occupatupnal perTormance of suecessful-wor ~

. ers who have pamcular physrcal handrcaps or who have varying levels-of educatron and tralnmg

. backgrOUnds o “ . . Y

' — .
s . 4

" Under, Condltgons H,and 111 cited above, survey emphaéls is placed on DATA RROM PE RSONS T
OTHER THAN WORKERS IN THE OCCUPATION Spme, rfor.manceareas just do not contain ' o
ehough available pessons doing the actrvrtles to provie a { ce of kno edgeable survey respondents.

.This can ocgur When the worl?er gro may not be sufficiently literate to read and understand the task®
statemeats and questionnaire instructions (profibfting the use of Questrons 1,3.and 5), or when-the «

( occhpatrpn is so new and rapidly evoelving that the performanoepf present workers just cannot be ac-

' cepted as representatnfe of the intended occupatiOn This situation Skcurred a decade ago with the -
occupatmn gf Yeachier Aide. he early use of Teacher Atdes was then limited for the most partto

N paperwork and child.custodial chores. Teachers counselors, and administrators would have been
more useful sources of the likely slgmflcance of the potential tvork activities (Question 4) than would
have the early-workforce in that occupation. Whife there were .notable excethons to th; status, it- ..
would haye been drffrcult to Iocate and survey them at the time.

Y et

her posslblé srtuatlon calhng for an pmphasls on surveylng persons other than}he workers : }

WHEN THE PERFORMANCE AREA 1S NOT-AN EMPLOYED OCCUPATION, BUT IS SOME |
‘% HER DEFINABLE PERFORMANCE SITUATION. For instance, it might be desired to survey - .
such a life' performance nction as the purchase and sale of a resrdence This could include tasks
+ pertainifg to obtaini ortgage financing, using real estate firms, identifying property restrictions
"and eneumbrances, evaluating merits GF the sale, as well as keeping and usifig records to calyulate the .
dost basis for tnx#arposes Folfowing the general, rule for selecting survey ‘respondents, the persons -
closest to and nnmedratdy khowledgeable of the activities to be perf may be real estate, fi-

" * nancing, and tak specialists. Of, they may include community individuals who have a ;pecnal mterest

in upgrading citizen ability to perform effectively in this fungTion and whoWave knowledge of the * 7
 present limitationsg of key segments of the community for whom skill upgrading is needed. ‘Thus,
* witfile the survey approach can be appropnate its appl ication may have to be flexrble to acqommo-

dau‘qneralpurpwestobeeerved . . 2
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Rk "sTEP O: DE‘I’ERMINE WHAT RESPGNDENT
-~ .INFORMATION IS NEEDED." - =, v

. - »

o L Personal data. Dependmg upon what ahalyses are to be performed (as described in Step 7, ~,
e, backg'ound information to be given by survey respandents tan be of different sorts At a minimum,
in most cases, it is useful to ohtain information that serves to describe the types of persons who, did"
" answer the survey questionnaires. This might include their jeb title; the industry i in whiich they work,:
- , and their length of work experience in that occupation. Figures 4 and 5 |l}ustrate background pages
that could be part of a survey questionnaire, one for workers and one for supervisors. .These are only
. suggestive of what questions can be asked. Each application may call for a different set of back- .
. ground items. Such information also serves in Step 17 to venfy that the mtended kinds of persons

~did in fact answer’ the questtonnalres o / . -

-

. Notice i m these examples that very little background mformatlon is sought and-the effort re-
‘. quired to answer these questions is mmlml . Sinck the survgy questiannaire seeks to focus atten-

- , tiorf and thought on*task informatioh, it is not-good to distract from that facus by mcludmg lengthy

and difficult background questions. The rule i is to collect only what is lmpdmant to #he study and

. to do so in a form that is reasonably quick and easy to answer. Thus, checklists of the most likely

. answers help simplify the- response effort (as well as simplify the i processirig of all questionnaires by
- : assugnment of computer codés to e,a%h -answer). Any time of frequency-questions should call for an-
swers in the broadest quantity umts that will be useful to the study (for example year! of expenence

. instead of years and months) o7 R o

If worker traumng background also’is desired, Flgure 6 |llust|'ates pne posslble fqrmat fof getting
nses. Information on employment variables such as geographic location and size of firm o
not be asked, since this information should already have been determmed hy the person
uestuonnalres to workers and !'.uperwsors ) " .

usually n

. """ 7 Unless of special value to the-study, no personal information should be asked: keep the ques-
tions directly pertinent to the study. It is the*job that is being descri ‘by means of this. yrvey, ‘
not the population of workers. Thus, questions pertammg to age, sex, race, rellglon and marital’ ’ _

- stajus are not usually relevant. If for seme special ‘purpose there is & need to "obtain personal data ?
via the questionnaire, then such questions should receive careful reviey and approval by an author-
ity responsible for and sensitive to the use of hurhan subjects in such ;tudnes Information on edu-
« cational background and-physical handlcaps falls into this need for review and approval. Insome

. *  cases this may refuire that informed and voluntary consent of participanits be obtained in writing * ,
. prior to administering te background portion of questidnnaires, to comply with professional or - -
. governmental prineiples of conduct (such as: American Psychologucal Assqgiation, 1973; U.S. De-

. J partment of Health Education, and Welfare; 1971,'1974). . .

L ' Equupment used or gperated., In Activity B of Volume 2 it was suggested that listings of equip

! . ment; tools, "and vano*b aids could bg simply listed in a survey questionnaire, and checked for - :
use oroperatlon separat® from tasks of the Job Workers should be asked to “check each item thegy  * =
- operate or use in their present joly“assignment.”’ Supervisors, in refemng to a particul of - |

.. worker upder their supervision, should be asked to¥’cheek each |;em used or operated h work- ° |

‘ers.’” . The item listings could be set up on a separate background page and listed with ad;acent boxes, ,

R muchasformatted in Figures 4, 5,and 8.

e

L ) ) Rupondent reactions to survey.’ In addition ‘to background mformatlon it m often useful to
obtain the wews of. survey, respondents on*the per(;elved merits of the questnonnaure to their

v 4
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BACKGROUND INFORMATION »
K (Use this sheet if you are a SECR ETARY., nota supemsor of secretanes)

- %

INSTRBUCTIONS. Pleasuheck the box opposite the one.item in each section that
) most appropriately ﬁ;cnbes your experience. g

" Office Manager

>

-

/

actual job title used in your aoency)

WHAT IS YOUR PRESENT JOB POSH’!ON? (check the one that is  most descriptive, regardless of

Officer

L3

. Gmw-! Secretary 0 Administeative oreenml Office curk'
0o Exmtivo’Soerot‘ary. L £  Stenographer or C!c‘rk-Sunographer
[ Lepel Secretary *’ 1 Medical Secrstary '
O Typist - O Administrative Assistant, or Administrative
G.,I R_odnptioni N ‘O other c(pleas'o write in): A

) P

IN WHAT v\ID‘OF ORGAN!ZAT!ON OR lNDUSTRYA YOU EMPLOYED? (check the
: . appropriate)
[0  Agricuttursi Production T Insurance _
“{3J Banking or Firance 4 ' O  Legeior Law’ Enforgemant Services 'Y :
[ 'Comn:unié-ﬁo'm O] - Manufacturing of Product’ . X
O c:mmeuon " Merchendising or Sales !
'O Distribution or, Transportation of ' O \Natuul Resources (other than Agriculturs)
Gooﬂds or People - 3 _ .
[ Education or Training® O Persorial Servioss
" T3 Eauipment or Vehick Sarvicing . (] Uity Sorvioes (such 83 power, water, fusl)
(3" Food Processing Y O ot (pluuwm.m) - i
O Hesithor samy Services o <
" INSTRUCTIONS:

each of the followmg questions. -

Please write in the boxes the number of years of work expenence fpt

Y.ﬂ%

HOW MANY YEARS ‘HAVE YOU WORKED AT YOUR PRESENT
JOB? ({enter number)”

' A

¢ | E I HOW MANY YEARS HAVE OU WORKED INTHE SECRETA.R!AL
! 1 FIELD? (enter number) ) i )
E—— —y—
. ' anure 4. Example of bmf baékground quemons for workers.
. o, 2 9 -
) * . w\ T y
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- o BACKGROUND INFORMATION 3 v b

L

(Uﬁ this sheet if you arta SUPERVISOR of secregaries)

6NSTRUCTIONS Please check the box opposite the one item in each section thf—
most appropnately describes yout experience. arA;

)
-

W#AT IS YOUR PR ESENT JOB POSITION’ (ohéck the one that is most descnptlve regardlesE of
actual job title used in your agencyly

[:] ] AExecutlve Sécretary - _ [ Administrative Assistant or Adm@nimative Offiw -
[ —Chief Clerk o \/ . Professional Workér (for example, insurance agent, )
) lawyer, research psychologitt, building eontractoﬂ— Y
[:] ,ﬁﬁvce Manager, br Department " (please write in your job title): ~
%nager , Y
C]  Head of Secretarial Services " [Z] Other (please write in): . .
il A
- 1 “
N,WHATKIND OF ORGANIZATION OR INDUSTRY ARE YOU EMPLOYED7 <
htck the one most appsepriate) ) . i ' -
“D Agricultural Productlon L) insurance . ’ +
- “A 4 \
1_:] Banking or Finance [+ Legal or Law Enforcement Services | .
0  Communicatiofs ] Manufacturing of Products
[J  Conmstruction = ' _ (3 Merchandising or Sales -«
LJ Distribution or Transportation of 41  Natural Resources (other than Agriculture)
- Goods or People .
0  Education or Training' [ Personal Services
} . e
7]  Eequipment or Vehicle Servicing O UtiliwlServiceg (such as power, water, fuel)
[0 Food Processing [ Other (please write in): ’ .
[ Health or Safety Services ‘

INSTRUCTIONS:

Please write in the boxes the nurpber of years of work experience for ,
‘each a&-the following questions. . -

ABOUT HOW MANY TOTAL YEARS OF EXPERIENCE 00 YOU H'AVE
IN DIRECTLY SUPERVISING THE WORK OF GENERAL SECRE-
TARIES? (enter number) .

ABOUT HOW MANY RECENT GRA{),UATES ‘'OF JOB TRAINING PRO-
GRAMS DID YOUR IMMEDIATE ORGANIZATION HIRE LAST YEAR
FOR THIS OCCUPATION? {enter number)

-

Figure 5. Example of brief background que&tions for supervisors. SN
) o . - ‘
23 ' ' .
. 26 ., e ' )
v ‘




occupation. Such questions again should be kept brief, simple, and to the point-{sé Figures 7 and
8§ for examples). But they can provide valuable clues to the adequacy of the task statements, the
questionnaire format, and the scope of the occupational definition. Particularly negative views may
suggest that the survey results are not good indicators of job performance, and the task information
-may be invalid for the intended purposes. Such possibilities need to be considered, though some-
*_times they merely reflect the characteristics of an occupation that is in a constant State of change,

as occurs in such fields as cdmputer programming. It shauld also be cautioned that numerous nega-

* tive replies are to be expegted to questiohs on the length of the questlonnanre regardless 6f whether
it takes an individual 30 minutes, 3 hours, or 3 days to complete

L}

' STEP 10: DETERMINE WHAT DATA SUMMARIES
AND ANALYSES ARE '‘NEEDED

- ¥

mmary‘deul_;ptwe data. In general, dependlng upon the partlcular type of scale used and
“the analyses intended (per Step 7), the summary descnptlve data for each task could consist of such
mfoqpatuon as the foﬂowmg .

s

A LN/ 1. Measures of central tendency or average responses {means, medians, modes).

’

2. Measures of response dispersion (standard, deviations, quartile deviations).
7z 5 s "
3. Percentage of category use. : N

—

- - . .

v % L . * .
s ~ Vo ? - R T 8 % - 4
WHERE DID YOU RECEIVE MOST OF YOUR TRAINlNG TO QUALlFY ASA SECRE "
TARY? (check the one most approprlate) . \ ) . /]
R O Somor High School (seeondary). ) (] Public Voeational School (secondary) N
[3 Todmmletltute or Area Vocational- O Community Manpower Developrﬁem Program
- Technical Schbol (pommndary) . L s ’ .
) Armed Services Technical Schoot - ' Private Business, Trade, or Technical School *
. ] t or College
. O Comn{uﬁity or Juflior College  ~ O Senior College | or University
’ ’ ’ - QL
[0 Two-Year BranctyColiege *00  Employer-Sponsored Tralmng Program
' } . N @ ’e -
L~ (] Equipment Mafufacturer's Training * . O Formal Apprenticeship Program _
) C]  On the Job (Self Learned) [J Correspondence Courses. o
. ¥ 3 .
’ [0 Provious Work Experience in Other -~ (] Other (pleads writs in): __~ -
X Types of Jobs _ ) : R
T : , S— -
] oo & Figure 6. Example of worker background question - ‘
. , on prior trammg ) ’ -
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e THANK. YOU Foa YOUR COQPERATION — NOW WE WOULD LIKE 10 GET voua :
|- REACHION! - - !

‘ . N - . g AP ‘4 ’/4
' This pége proyldes an‘opportunity for you jo give'us your comments and suggestlons R

. Your judgment and recommendai'ons will be important ihformation for our evaluation of this | * . -+
‘survey of job performance acnvmes Feel free to comment at‘any pomt v ‘

ol Please read each Jf the seven statements below. Circle the symbol on the tht which best
descnbes your feehhf about ﬁch statement. These symbols are defined as follows:

P § - SA = Strongly Agree ; ) & }
<A = _ Agree . . . . '
U = Undetided’ - _ S .
D = - Disagree . s i . ‘ .
SD = Strongly Disagree . L ‘
1. > The descriptipn of the occupauon bemg surveyed . : ,

seemed to include most of my present job assignment. _ SA A U D SD |

2. .The general form of the questionnaire seemed

reasonably simple and easy to cor'nplete ’ .SA A U D.SD
] . . ’)- + " N '
3." | feel reasonably certam that my ratmgsnndccate
fairly accurately what | do on my job. X [ SA A ™M/ D SD
- ) \« 'i'c‘ﬁ
, "1 4 l found it reasonably easy to think of my work in . : .
- terms of the tasks listed in the questionnairg. SA. A U D SD N
5. The instructions for answei'ing the questions about}:n - R ?.
each task were reasonably clear and understandable® - A A U D SD
- - : . .
#.. Theésta rem of the work tasks were reasonably ‘
clear and ac :urate, at least for the ones that are ) ) .
part of my job.’ SA° A U D S§D .
7. «This survey seems to be a good way to describe .
o . whatworkers do in thig occupation. SA A U D SsD

A S
Would you recommend any mprovements or correctoons for this survey qUestuonnaure?
Please descnbe

-

L3 i . -, )
- ' H . ) - f\ “
. Figute 7. Example of asking worlers for 1 .
X their reaction to the survey. ' B ;
» ‘ 25 /-"—’ ‘
. -~ 2 6 L




THANK YOUu FOR YOUR COOPERATION NOW WE WOULD LIKE TQ QET YOUR
REACTION: . , R =

This page provfdés an opportunity for you ta give us your comments and suggestions. -
Your Judgment and’ recommendations will be impgrtant information for our evaluation of,
thns survey of ]Ob performance activities. Feel. free to comment atany point.

L4

Please read each of the seven statements below. Circle the symbol on the nyht which

‘o

~

" best describes your feelings about each statem!nt‘ These symbols are defined as follows:

Would ysa rec0mmend any merovements or-correttions for thus SUrvey questlomimre?“ 1

w

© SA = Strongly’Agree ° Z” ’ ' \\
A = ree. = ‘ : A
.U = $Mdecided. * . N W L.
R B isagree.» ‘ g » -
- SD.. = Strongly Disagree v
: .  d (;f.} \ g'.y gf ‘ ‘
1. The descr%f tb&occupqtlon being surveyed was : ' L oo
* sufficient to Tdentify similar employee posltlons under . .. :
my supervnsmn in;this flrm . . .~ SA A U D §8b
2. The general form af the questionnaire _seemed reason- o R
. ably slmple and easy to compléte . “SA A U D _SD
.\ b 4 . RN
3. | feel reasonably certain that my ratmgs mdncate fairly .
- accurately what my workers in' this occupatnon doon , . >
B ~the|r'1obr__, ; SA.A U D SD
' - . " N - . .
4, | found it reasonably easy to thmk of *elr work in \ ) y )
© terms of the. tasks listed i in the questionnaire. - .+ SA AU D “3-SD
5.- The instructions for hnswering the.questions aboyt R o ’
. each t!sk- were reasonably cleasand understanﬁhfeq - SA A U D SP
. Tk ' o
6, . Théstatements of the york tasks were reasonably cyé{‘, P .
=7 and accurdte, at least for ones that are performl'.& 4. :
. under kﬁy supa.nmsiqF . * e ,,: SA. A U. D SD
’ ‘ ' &.:é\?""\ ‘
7. This survey seems to be a good way to descrlbe what 1
workers do in this occupation: * - . R SA”- A &U b SDy -
T . 5 . }8‘“ &, s o
¢« - v - tooa ’

léase . descnbe R ot . =
L . ‘1 . , v ) . . - . . : . . , ) \v. :
. -Af“v " -

'

Fugure B"E‘xamf%e of asking supqmsots.%r %‘{f reaction to th%w
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Percentage of dserof a specified scale range.

o | L
Frequency strrbutrons of responses on a scale.,and jo.b totals 3.,

. Scale differences between subgroups of respondents such as ;ob types Wlthlﬂ an oocupa
tional area or distinct types of respondents within one job type.

e

Number of persons respondirg to the question.

°
-« N L

Most any elementary statistics textbook can be used asa reference source for the appropriate desctip-
twe measures for central tendency and drsperslon of responses
L J

Selected portions of the summary mfo‘rrnatlon ri be primted out by computer in-formats such
as(those illustrated, for a sécretarial occupation in T§W&A -1 and A4 in Volume 5. These particular
tables present yarigus data for Questians 1, 2, and 3, Printouts for Question 4 would be comparable
to the format of Table A4 of Volume 5. The scale values illustrated for Question 3 are based on the
response scales shown in Figure 12, Step 11. These examples are mproduced from a 1974 erght-state
survey (Ammerman, Pratzner, & Burgin, 1975& ] #

Questions 1 and 2 (Task Occurrence) are summarized by calculating the percent and Mumber of
persons posmvely checking a task on the survey. Group differences can be calculated and displayed
. as shown in the last column of Table A-+ (Volume 5). Other columns can be programmed to cite
various comparisons fog varipus identified subgroups of respondents in which the study mightbe -
interested. {n Table A-4 (Volume 5), which reports on an eight-interval scale, the mean and standard
deviation are rlotéd, along with a complete printout of the distribution'of responses given to each *
task: Additional columns of data note the percent-of the résponses that fell within selected parts of
the scale 1such as categones 1 through 7, and categones 4 through 7, as shown in the-table):

" The percent rating a,task as at least a substantral part" of the job (categones 4 through 7 on ,
Question 3 or 4) would seem to be a useful mdrcator of a task’s actual relevance to an occupation,
' serving to differentiate between two job'types where vorkers in both may at times perform the same
task. The percentage value does, however, tend tb correlate quite highly with the’méan (average)
scale response to Questions 3 and 4, yielding a relationship between thg two messures on the order -
of .98 or Thus erther would be a suitable measure to use in the statistical clustering processes
- of Step 18 ) ) , -
. Taqfeaof Question 5-summary data for one occupation usually.'ﬁsplay the tasks rank-ordered
on some measure, with associated average percent of time spent on each task by workerqdwjn.sald
they did perform, as well as an average proportion of time spent by everyone surveyedm that occu:
pation. An example of this format is given in Table 1, taken from a 1972 survey in one étropolr
area (Borcﬁr & Joyner, 1973).  In that study tasks were identified with both a duty and'h task afp’ha—
numeric cbde, as can be n on the left column of Table 1. Such a practice is not used inthe p?'eS-
ent procedures: }1 g

\

. '

. Data analyses mtondcd Analyses wh;ch can be performed wrth the ducnptwe task-reléva“\n}e 7{ _
data are: o8 : e

-

N

Fora Smale Occupetl'on

. o
Measuye of the inter-rater reliability on Questjon 3ord. A
* Measure of the inter-group tonsistency on.a question. ;

¥,

27 -

2%

/

7.
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. - Example of CODAP Printout Format for Question 5 Summary Data
(from use of Types H, |, or J surveys) . < .
0 '. » - - T + T

- TASK JOB DESCRIPTION FOR GENE«RAL SECRETARY (N=23)

CUM})LATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMPERS £
" .AVERAGE PERCENT TIME SPENT BY ALL MEMBERS
) y : . AVERAGE PERCENT TIME SPENT BY MEMBERS PERFORMING

Ranked by. . . .. PERCENT OF MEMBERS PERFORMING . c - . " =
. » . N \ -
' DIk, T _TASKTITLE P 1 . o~
. I .3 Anwer telephone y . &100.60 154 154 154 R
__«F 1 Composs correspondencs v . 965686 1.14-° 1,09/ 2,83 ’
= K 11 File materisls . o 9666 127 121 ° 384 T
B "3 51 . Type addresses on ehvelopes and/or cards : . 965688 137 131 5.5 -
-4 4 - 8 typowriter . {686 177 169 6.84 —
S J .17 15iders and folder tities for files (labels) , 95685 108 103 187 S
na J % 5 . Carry out written or orsl instructions given by employer - 9566 154 147 9.36
4 "1 Addres lefiirs and peckages 9585 133 128 . 1062 -
. ! 156  Place telephone memorande, messages, stc., where employer will se them 96686 135 129 1192 .
J 12 Fold and inesrt letters jwenvelopes . M3 -1.26 114 1308
L J 3 Asmemble snd uplicated meterisls ) 8696 140 1272 1428 _ ’
. J 56  Type business letters’ . 8696 147 128 1666 '
. "3 57 Type carbon coples * ) : 8261 149 ‘123 1679
J 6  Chenge detss on rubber stamps, "time $tamp machine, and/or calender deity 8261 106 087 1785 = ¢
* ) ) Amehmmeormtokmmmm.mlwumufrm oo,
his memory 8261, '1.11. 0982 1857 : “
J 18 mnmmwwmmm ( 026" 118 096 1952 :
< J 23 Operaw copying machine (such ss Xerox, Therinofax, ozalid) . 8281 Y138 114 2087
C 28 'Sign employir's meil this signéture) . 8261 0.78 0865 231 -
’ "F 2 Edit letwrs dicrasfld by employer 7826 102 080 ° 211  °
. , F 1 Type minutes of regerts of, mestings ’ - . 7828 ° 110 088 , 2298 {
C 9  <Kiep employer refninded df sngegements, dates, mmptodo otc. VW26 ,120 ' 084 2391
*> F 13 Write shorihnd (sny system)’ ' - ™28 117 pdr 483 :
»~ 3 10 Compers copy for leglhHiiy and ndwthels - . , 1 ~ 7828 083 073 2558
M R - uunm/wuwmm-npwnm : . ( 782 098 1077 2833
. Jd s 2 memonvwmmdlorvourmploy«sM . B2 118 091 27:24
r g k14 Pce calls - . : 7828 170 086 ° 2810 , :
L) 44 48  Prepare'or obtain coffes or. nfrg‘!mfarm-'orhhm 7826 095 074 2884 ‘
' f,{ﬂ‘(f 1B Procels and file corresgiondence . o ) 7828 115 080 2974’ .
= gggq’ o8 - ,‘rmnmmw-ny \ . - 71381 100 081 30.56 .
K “£%4 . 82 '~ Type findl copy from rough-drafteopy . . - le 7391 103 078 3131
PR e;‘j#?,« 22 > Sort meteriels for filing, | PR N 71mo1 108 oS0 3212 -
<’ = 4% ‘a6 " preperktorms and . 7391 1A 091 3303 .
- X ") 48 Funemends . < o ) 7391 _ 077 .- 0.57 33%0
" e, -3 .48 Prootresd typewritencopy . T ., 781 428 093 34§ “t
(| mum«mwuwammz,r © : T38r .086 071 3624 °
J 8 . Clesntypawriter . 7391 075 - 056 3580 - ,
" F 10 Tranecribe (type) from -quond outines A - T e - v PO 147" $86 666
. \y .9 Grastcaiters snd/or visltors — . #8857, 093 o085 3731 .
| . K 20 s.puuu lmmiwhfﬂu e _qom 083 04 31 )
J 68 Y cafds {index cerds, file cards, * .&.-mq« unti,,m) . '00.57 092 064 (3839 .
. K2 Wrformetion from files ] . @57 102 074.- 3940 ° i
Y 5 13 Typerwmorsndume . - - w1 A0 oy 38 .
Yo ‘L 138 . Open snd/or read meil - o7 -e9s7 118  0S2 4069 ©
’ o ‘ ot .- 6987 102 , 071 41.40 2
. . A e MMW _ . epr: \ 02 . o . - X
3 . - v « 4 2 . » ! ; . . ) ‘
< ‘ * L . « A /rb i ]
' ! . ’} R ’ ~ ' A L Y] ’ - - - o .'
- . . . , 28 . #, ' .
/ * "‘\I ‘.- ' . 29’ L ' .« : : Y . !
S \ . , . . . . ’ . ' 3 N 3 o [
s ~ ’ . o” L . . R
’ l: lC - ' . > K SR ,
o ‘ly . o R { . X . . S
- <. 4 . ~ .




- . D
ﬂ * a - . - i |
A 3., Measure of the r!latronshlp between summary responseda.tp on two task questions. ve
- - & 4. Identificalion of the degree to which each task is relevant to a partieular occupation. »
; . 5.  Noting of large discrepancies bétwegn actual performance of workers ancrperfor .
¢ - mance expecfed by immediate supervisors. " - -
. ) 6. Separation of nonrtlevant froin relevant tasks for an occupation. | :
. - 7. Average number of otcupationally relevant tasks performed by any one worker. .
8. . Average number of occupatlonauy relevant tasks crted as expected of workers by
any one immediatg superior. .
’ 9 Generatron of a composite job descnptron based upon:
s a. - Most commonly performed tasks, ’ | P
sor} -~
) , b. Tasks which are, on the average, the:most srgmfrcant part of the job. . '
A ‘ : )
10. - Revrew of.corhments ancﬂuggestrons grveh by questronnarre respondents .
s 7 : s DR . ‘ .
R . Foran Area antammg Several- Clusters of Job Types . , - .
P ~ ). Clustering of worker responder mto jOb typ‘es baéed upon a selected measure of
; commonality of task-perform : , .
) . \ 'Noting of variation in worker backgﬁunds for each job type. ( LY
. 3.1 Noting of tasks most representatwe’of a job cluster, or distinguishing one job type ;
. ' from another. . '
» 4. Each of the analyses 1.through 9 above for gach speclfrc job type. o s
} N | A o " .

. " .
;:ndehnes for doing these analyses are given in Step 20 of this volume. Those essential to the

intended study should be selected and recorded prior to. conducting the remainder of thé study.
They serye as a firm reminder in the next step, Step 11, of what must be included in the survey de-

- sign to accommodate these analyses. Where particular worker charactéristics or employment-set-
. - tings are to be compared, these should be identified and appropriate background mermatlon built
{ into the survey plan or resp@ndent baekground questrons _
- - - ’ : . ' o

STEP 1. DESIGN SURVEY AND ITS

>

ADMINISTRATION -

v Thr; step mvolves the putting together of instructions and answer sheetx for each question to
pe used compiling these into questionnaire booklets for each respondent group, and determining
_ the number and distribution necessary for each bwklet Each is discussed in turn below.

L2

.=

, Vs ire format and forms. Task statements apd questions are combined to-form one
‘ _ Task lnventory Questionnaire (TLQ) boeklet for each ssfected group ofwespondents. Thus, for ad- .
» " ministering qliestionnaire Type A, two distinct fogms df T!Q booklets woud be needed. Each
would contain the same comprehenslve list of task® developed in Steps 2-6 of Activity C (Volume 2).
Associated with the task list in each form of T1Q bookldt would be the instructions and answer sec:
161 tions for thequestron appropriate to that booklet, as noted previously in Frgures 2 and 3.

. . .

.
.. “ B
d . Lo Ad i
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Lo Sugyened mnructlom and answer section formats for Questions 1 throug‘\ 5 are given'in  °

Figures 9, 10,11, 12, 13, 14,1 and 16. 4#-can be seen on the figures of the answer sections that

T1Q respondents slmply plaee their answers to the right of each taskstatgghent. When Question 1
s or 2 is ysed along with a second question, both can be located down the Mght side of the task fists,
P as shown in Figure 16 for.Question 5. The reader is cautioned that 'the.tasks listed in these figures .
do not necessarily reflect good quality statements in eocordanoe wuth Volumg 2 guidelines, but are
" merely lllb:tratlve of the format. S

~ - . .
~

When’ ¢ section space is not avallable for all questions to be asked of one respondent <

' group, such as will be required in Volume 4, then a separate answer bocklet can be developed to
- accompany a booklet lustmg the tasks. This will be explained further-in.Volume 4. For use of

relevancyi’ ypes A-J thefe is no need for an answer booklet bound separately from the task Ilstmg - T

lnstructlons to respondents should specifically cite the occupation that is bemg‘studled The
intent is to make'the material directly relevant to the respondents. Do not address them only in
such general terms as "workers”’ or "employees

. Directions also should ask respondents to write in any tasks which are relevant but not listed,
though these need not be rated on the task questions. This write-in request is one reasoh why each
respondent shouid have all task statements, not some fragment of the list. To employ Question 5
. in a survey, it is absolutely necessary for a.worker to rate all tasks. Failure to do 56 m¥kesitimpos- * .

. sible to calculate a measure of relatlve proportion of tlme spent on each eask (see¢’Step 18). ’ . )

L]

Answer sectlons should stnve to prowde the quuckest and easiest way fof people to answer the
questions accurately. It is for this reason that in Figure 14 each alternatnve categoty fs made avail- - )
able: the respondent needs only to circle his answer. In Figure 11 only a simple checkmark jis

_ galled for.” Figure 16 illustrates an alternative where a number-must be written in by the respondent .
This is a bit more demandmg of the respondent, and lends itself to problems of legibility, but it has :
been used suocessfully in many occupational surveys when Jery large numbers of peopletre usetf

P o . i
'At the top of each ansWer-section column should be a brief reminder’of how to indicate the
L answer or rating, including a brief kéy to any scale levels for the question. This should be repeated -
at the top of each page of the booklet ltstmg the task statements.

< s,

§ Inan extreme circumstance the list of tasks might be broken up with different statements ap-
; pesring’on two or three subforms, Such a need can possibly arise when perhaps 2,000 tasks ate(in
the list and it is known that respondents absolutely cannot have sufficient time to answer for .
all.tasks. Dividing the list by alternately selecting every second’or third<tatement for a separate
1 e subform would be poslble for Questions 1 through 4, but only when a larde number of perso -
"~ ' available to answer each subform. It is not recommendeﬁ that the-list be divided by duty nec
with each suhform listing different duties of the job. .
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QUESTION #1 - "Task Occurrence” &

| DIR TIONS FOR REPORTING WHICH ACTIVITIES
O - o ou PERFORM ON YOUR PRESENTJOB '

4 1

' e . . (Please read thls page carelully and completety)

- f ’

. 1. Durmathelast earorsomyourpresent/obposmanasaBusmestProgrammer, .
. ) which of the activities in the List of Activities have you performed? Place a check mark
: ' . or"X"in the column to the right of each activity statement to indicate which’ tasks you -
have actually Been doing. -Task activities not performed by you should b/e left b'lank

~

; - {
1 2., ,Be sure to read every activity listed. Do not depend on the duty labels that are used to
) '\\ group the activities. These duty gategones are not definite. They may contaln some of
L. . your job actwmes even when you do not.generally pen‘orm the duty itself.*
. N - . ’ i
3. Do mclude as part of your job: - SR '
) a.'<, R t work expenenc&s as a Business Data frogramm'er in other offices of your -
I p&‘:\t firm, but not for other emplpyers. - .
. . - b.  Perfor ce of an activity not nOrmally done by you, but that you did do at least
"+ once as part of your job, eyen if lt was in a very speclal ar unusual circumstance. .
.o _— ! . »
71 a Do not, mark activities: /" PR ) '_ , : ¥

~ £ Done only;.wﬂf_you wefe employed in some other job position (such as Junior
) , Programimer, Engineerify 3 ienW€ic Programmer, or Systems Analyst). N
L . b. ‘If you occasionally 3 to do the activity, but you are not too

’ ormance. HoWever, if you hand‘ed a significant portion
ge of that), the bccasion may be counted.

5, In answering this Guestion of which activities you actually perform, pay particulér atten-
tion to the ““action verb.” The "actlon verb” is usually thefirst word of -each statement.
Do not indicate performance of activities done by a subordinate and-only superv:sed by
‘you, unlaﬁ the "action verb”’ i lies such superwsuon as a part of the activity.

* 6. The pages of the Task Inventory booklet shouid not be removed when an;werlng thls
S be

. - - questlon they will need to be in proper sequence later to process your answers along
with those of other ROOple answering this questlon .
B e . A

N %

= - .+ NOW TURN TO PAGE 1'OF THE ACTIVITIES LIST

AND BEGIN MARKING YOUR ACTIVITIES IN THE BOXES PROVIDED t
) '
\"\Z . - Thank you for your participation in this study. - ) \ .. '
| . . ' . e . . .
> 2 \ ) ‘ s i A\ = ,‘ . * ) Y . ) \
) L Figure 9. instruction shest for Question 1 {workers). \
' - '0‘ : o , ’ ‘ - >, : /,';/'-/ B
‘. . 31 . ) '
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- QUESTION #2=<"Task Occurrence”  * .
DIRECTIONS FOR REPORTING WHICH ACTIVITIES - ', - _.

4,

\

8.

«

. 1

5

9.

+ SHOULD BE PBRFORMED AS PART OF THE JOB -
(Pleeee read this page carefully and complete!y)
From your experience as a supervisor of one or more Business Data Programmers, mdncate which of the '

ectmtles in the List of Activities shou/d be performed by Business Data Programmers in your ofleration;
that is, by such em under your supervision in your office or firm. Place a check mark or "'X" in
the column to the-Tight of each activity statement to indicate which tasks your Business Data Program- ’
mers should be doing as part of their job, even if only done once. Task activities not pact of the job for 4
any of your Business Data Programmers should be left blank.
L.

Bé sure to read every activity hsted Do not depend on the duty labels that are used to group the activ-
ities. These duty categories are not definite. They may contam some relevant job activities, even when
the duty itself is not.generelly performed

- ’

Damcludeaspartofmepob ’ : « ?
A\ & Y A o
4.  Activitigs that your programmers oeoasuonally are expected to do, but thet are not normally
part of their job. -
b.  Activities that are to be performed by only one of your staff of BUsmess Data Prog'ammen
even if they are not part of-svery programmer’s job.
', Do not mark activities: = ) .
- e v

a. Ifdone only by other types of 1ob posmons is your office (suoh as Junior Prowammers
Engineering and Scientific Programmers, or Systems Analysts).

b. _lyour Business Data Programmers only lend occasional assistance to epother'worker'performmg .
a task, and are not responsible for the effactive peﬂormnqeofﬂtattask

Donot rate your own job; rate only th2 work of programmers y0u supervise,

ln answering this question of which activities should be perfqrmed by a Busmees Deu Programmer in

your office, pay particular gttention to the “‘action verb.” The “action verb” is usually the first word

of each statement. Do not indicate performance-of activities done by a helper or other worker that is

supervised by, a Business Data Progrémmer, unless the "acponverb" implies such supervision as a part
. of the wo'ammer s activity. v

The pages of the Task lnventory booklet should not be removed when answering this question; they
will need tobe in prope!sequencelaeertopfocessyomemwersalongmththoseofoﬂwpeoplean

swering this question. . ¢

- s ’ . -

NOWWﬁN TO PAGE 1 OF THE ACTIVITIES LIST, ~
AND BEGIN MARK4NG THE RELEVANT ACTIVITIES IN THE BOXES PROVIDED

.l , "% | .,
Thank you for yom' pamcnpatlon in this study . ' . . .
v T — — .
. s . of . . e‘. -
* . Figure 10, Instruction sheet for Question 2 (supervisors). \
\‘ ’ a - i .
. o . » ' L 1 /. -' N
;) 33 ¢
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STEP 11: SURVE
DESIGNP

DUTY A:
1.

L

o N

10.
11.

‘}2.
. 13.

14.
15.

Lo o

— LIST OF ACTIVITIES

~ For Business Data Eipgauhmefs'

14 . .
~ . . \ .

&

Analyze company operations to determlne where most significant’,
improvements can be made.

.

Analyze data processed for possible modification and combination
of reports.

Analyze data processed to make sure that desired mformatlon
is obtained.

Analyze documentation, for completeness and accuracy for data
processing operations and control.

Analyze functional area reports for format errors.
Balance and correct reports.

* 'l ) . ' :

Brief supérvusor and staﬁ/v , . :

Conduct on- the jOb training for data servnces personnel

. Coordinate work of data services unit Wlth activities furnishing

i'eport data. ‘ —

Develop standards and factors fQF usein management control
systems. ..

g

Establish data services production contrels and standards.

Evaluate work performance of data services personnel.

-
Fill out questionnaire inventdry forms. .

Inspect methods used to process data.

Qrient newly assigned data services persopnél.

- - h

-

(Activities are grouped under 12-general duty _akas) g

! e g. , . .
SYSTEM ORGANIZING AND PLANNING ACTIVIT!ES )

-y

L)

-

\

CHECK /]
=~ if part of job
}

u

.D"

g o o

0. O

-

10

1"

-

O00o oo

12
13 .
14

15

Figure 11. Answer soction,format"f‘or Questions 1 and 2.
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Aruitoxt provided by Eic:

¢

5. . If the activity statement does deacribe-one part of your job, then.consider and weigh a//

3 -
0 = Dsfinitely not a pert of my job, position, doss not apply, or is not trus for thisdob. )
1 = Under unususl circumetances may be a mmor part of my job. ‘
4 = A substantiel pert of my job. . . . , }
5 s - , ~—
& - : . , . .
7 = /Kimon significant part of my job. * .

Uss all sight scale welues, s epproprists. The ratings of ““2” and 3" represent intermediaté levels between "MINOR""T

and “SUBSTANTIAL" perts-of the job. Similarly, the ratings of 5" and, ‘6" represent intermediate levais between j 1

“SUBSTANTIAL" end “MOST SIGNIFICANT parts of the-job. Thus, the scale represents a series of incrdesingly
higher levels of the-sxtent to which a task is considered part of the job. Your rating of a task might be at any one of
thess levels. . n

'y its impartance (that is, its contribution to sffective operstions in your offig§or firm). .~ Y
b. its fasquency of occurrence (that is how oftenyou do it). . ‘ e -7 -
. Its refevence (that is, how appropriate or pertinent it is to you job sssignment). L
d. And, any other factor which.you think determines to what exten sk is part of y?/r pqsiti?n.
. A i { A

. — . A . <\
Iyour own'mind, combine thess factors into a single rating of how signiticant a part of ydur job it rebresents, ysing
a value from 1 through 7 to represent ydur combined rating. Then circle that yalue opposite th\.( activity statemerit, -

* ' \
If the statement describes an activity that dosenot spply. to,-or is not true for your

the following 'factors: o

N . » -~ ] . t
“ R - 2 . . - 4
' _ ’ . . s . . .
S M ) ']
- . » R - N i r . ,
. . QUESTION #3 — “Extent Task I3 Part of the Position” -
' DlRECTlOﬁ FOR REPORTING.HOW MUCH EACH s
y ’ . TASK1S A PART OF YQUR JOB _ .
- . {Please read ihese pages carefully and completely) : e
R N 1 . \ “ ;
1. Anewer this question 30 s to give the best description you can of what you o in your present job as 8 Business Data
. For ssch task statement in the List of Activities consider Aow gjgnificant a part of your job #tis. This -
. mey be done it two steps: - C . . '
- - . ¢
First, consider whether the activity is a pbrt of your job. If yoyr answer is NO, then the task item is
; definitely not part of your pomnon . © g '
"* Second, and only if the item does apply to your job, decide how sighificant a part of your position
it represents. ' ‘ g
v v 1)
2. Besure to resd everyactivity listad. Do not depend on‘the duty labels that are used to group the activities. Thes$ duty
m are not definits. They may contain some of your job activities, sven when you do not generally perform the
N ty f. o7 ¢ e
/ 3. Giml:hﬂn approprialm answer to th.o right of each activity statement. Please make a rating for every item tisted in the
bookiet. :
4. " Fpr esch item, chooss a value between 0 and 7 according to the following ra.t‘ingﬂ:ale:

4

8. i
on the snewer scale. This answer siso should be used for any activilies done en
- or traings. you may supervise. In considering whether an activity is actusily ficuldr ettenti
to the “action verb.” The “action verb™ is usually the first word of esch statemgnt. If an sttivity is supetvised but not :
performed by you, do not count it as pert of your job unless the “sction verb” implies su¢h supervision a4 pert ofdoing |.
.* the sctivity. : . - ., ' . B )
P - - Y N J ’ 1 .
7. EXAMPLES: . !
. . - (I
a. ,To indicste an activity that is a substantisl part of your job, cirgle the 4- ' : .
- . . {
- o1 2 3 (@ s 8 7 T ! .
: & ' . ,
. b To indicate an sctivity that is a considerable pert of your job, having major ificance, pr ircle_the 6:
~ N |. . a
‘o 1 2--3. &4 B .- o=t P
'3. . Th‘uulonhohlkumm'bwkmmoﬂdnbthmmnmmmhquaﬁon;uwwmmadtoboin ' .
sequence jster 10 Process your snswers along with those of other psople answaring this question.
~ —
) Thank-you for your participation in this study.’
X o
. ) . K
e Figure 12, Instru t for Question 3 (workers). . j
. 3 .
[ 34 - - )
4 ]
. LN . o [ g . ’
N - 4 3 l) rl N ’ *.
L}
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Aruitoxt provided by ERIC

-

- , \ t STEP 11: SURVE
i . ) DESIGN PLA

.

QUESTION #4)— "Extent Task Is Part of the Job"” -

DIRECTI OR REPORTING HOW MUCH EACH ‘
, TASK IS A PART-OF THE JOB . -

‘ (Please read these pages carefully and completely)

5.

: 6.

T

L4

Answer this quos/tion 0 as to give the best description you can of what Business Data Programmers do 1n your operation; ‘
that is by such employees under your supervision inyour office or firm. For each task statement in the List of Activities
consider how significant a part of their j6b 1t is. This may be done in two steps :

r

. -
First, comsider whether the activity should be performed by them in your operation. f youranswer i1s NO,

- then the task item is defiriitely not part of their expected work 2ssignments. This would include activities N -~
don ly by other types of job positions in your office (such as Junior Programmers, Engineering and
Scientific Programmers, or Systems Analysts) " o . :

¢ Second, and only 1f the item does apply to your programmers, dec:de*w significant a part Qf their job 1t ~ g
representis. - '

, . . .
Be sure to read every activity histed: Do not depend on the duty jabels that are used to group tﬁe actwities, These duty
g:tdgt‘);l:'are not definite. They may contain some of their job activities, even when they donot generally perform the 4
Juty ¢ . — )

Circle the appropriate answer to the right of each activity statement. Please make a raking for every item Iisted in th
For sach item, choose a value between 0 and 7 according to the follomng rating scale ’ .

0 = Dehinitely not a part of their job, dosg not app}y, ory t true for this job
= Under unusual circumstances may e 8 mmor part of thew job. ' P

- ‘
’

A subsgantial part of thew job.

. - -

, A most significant part of therr job. _ .-, ) - . )
Use all eight scale valves, as appropriate. The ratings of 2 and “3” represent intermediate leveis betwesn "MINOR"

,and “SUBSTANTIAL" perts of the job. Similarly, the ratings of “5' and "6 represent intermediste levels betwesn
“SUBSTANTIAL"” and "MOST SIGNIFICANT' perts of the job. hus, the scale represents a series of inceasingly P
higher levels of the extent to which a task is considered part of the job. Your rating of a task mighit be at any one of .
thess levels. - ;..L

If the activity statement does describe one part of their job, then consider and weigh'éﬂ of the following factors .

\NOWMAWN -
"

’

a 1ts importance (that 13, its contribution to effective operations in your office-or firm) R - .
b. its frequency of occurrence (that is, how often a programmer does it).  ~ ~ i
c ce (that 13, how appropriate ow pertinent 1t is to their job assignment).
y other factor which you think determines to what extent the task is part of their job.

4

ind, combine these factors-into a singfe rating of how significant a part of ‘the job 1t represents, using a
v 7 to represent your combined rating. Then circle that value opposite the activity statement.

4
if the statsment describes an activity that does not apply to, ofis not true fer the job, then circle the '*0’° category on
the answer,scale,_This arrswer also should be used for any activities done entirely by their subordinates, assistants, helpers, -
or trainees that may supervise. In considering whether an activity is actually part of the job, péy particular attention
to the "actibn verb.” The “action verb” is usually the first word of dach statement. If an activity is supervised but not
performed by them, do not count 1t as part of-their j0b unless the ““action verb” iquplies such supervisioq s part of -doing
the activity, . . . ‘ % . .

Do nor‘ rate your own job; rate only the work of programmers you supor;isi.
. ~» \ Pl e ”
EXAMPLES: f it
N s - 1} ', ]
a.  Toindicate an activity that 15 a substantial part of the job, circle wfe 4:

'\

b.

/o'1~2"3®5f.‘& 1 o ‘ \

To indicate an,activity that 1s gconsiderable partof the job, having major significance, probably circle the 6:

.

0

’

1

2

3

4

57'

.

v

b4 v -
0 ‘“T,
.

The pages of the Task Inventory booklet should not be removed when answering this question; they will need"to be in w
proper sequencs iater to process your ansvars along with those of other people aniswering this quesfion
- .

Thank you for your participation in this study.

L FRIC

*

-

3 36

’

' Figure 13. lnstruc':tiop sheet for Question 4 (supervisor's).
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’ ‘ : ' LIST OF ACTIVITIES . *
— . , ~ For Business Data Programiners ’
o : o ' (Activities are graupedunder 12 general du'ty areas) .
& ! . 3 '
. ’ \ ' LI . \
p * . . Key to abbrewatfons . *
- : s 0 = Definitely not a part of my job
e . [ | . Under unusudl c;rcumstances may be amunor part of my job
' 2
. - 3 .
L L .. ) 4 - A substantsal part of my job ’
: ~g < :
. . 6 ‘ . /
- . 7 = A most significant part of my job ,
1 outva: SYSTEM ORGANIZING AND PL’ANQIING AC"TIVITIES. * . Crrcle ope category for each item.
' 1. An"Tyzé company opetations to determine whbre most 0 1 2 3 4 5 6 7
s _significant improvements can be made . .
; ¢ - o o
_,;% 2. Analyze data processed f‘br possible modrfacatron and ~
~4.1 compmation of reports. . ) 0 1, 2 3 4 5 6 7
. 3. A'h;lyzedéta processed to make sure that desired P )
* information 1s obtained - y , : 0.1 2 3 4 5 6 7
4. Analyze documentation for completeness and accuracy .
for data procepsing Sperations and conwol. 0 1 2 3.4 5. & 7
. . 5’. Anaﬁze functronal area reports for format errors. -9 1 2 3 4 5 6 7
6. Balaoce and correct reports. ' \ 0 1" 2 3 4 5 6 7
7. Bref supervisor and staff. o 1 2 3 4 5 6 7
© I . .
8. Conduct on- the |ob trammg for data servrces ) . .
- ’ petsonnel - . 0 1 2 3 4 5 6 7
9. Cooréinate work of data services unjt with activities .
v futmshmg report data . 0 1 2 3 4 5 6° 7
~ 10. quelop standards and factors for USe " managemen‘t L
f N ‘cbntrol systems. , 0 1 . 3 4 5 ‘ 6 7
. Estabhsh data services production controls and , .- =
e - standards. . ; o 1 2 374 5 6 7
. i ’
' 12. Evaluate work pérformance of data services ‘
personnel - “ 0 1 2 3 4 5 6 7
“ . - . [ 3
. 13.  Fill out questionnaire inventory form. T 0 1 2 3 _ 4.5 6 7
. "v ) N *
14, Inspect methods used to process data. 0 1 2 3 4 5 6 7
“ 15. Orient newly assigned data services personnel. . 0 1 2 3 & 5 6

ERIC

Aruitoxt provided by Eic:

g N 19

Figure 14. Answer section format for Question 3.
/-
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.. STEP 11: SURVE

. /\ ) . . . . DESIGN PLA
/ . INSTRUCT IONSfOR COM'PLETING TASK IN\/ENTORY

Carefully read each of the Task Stateménts and place a check mark v) |n the column labeled Check

“ for each task whlch you perform on your present job.

After checking alt tasks which you perform, then rate or;ly ‘the task you,have checked by placing a
number’l, 2, 3, 4, 5, 6; or 7 in the column labeled 7ime Spent which'most closely gstimates the .
amount of tl,me you spend in performing the task. ..
‘ N : z
Time Spent means the total tlme you spend gn each task you are rating, compared with the tlme

you spend on each of the‘other tasks you df

-

*

“At the b/ohom on any page, write in and rate any tasks you do which are not listed. -

v
. ! L3

EXAMPLE: o -
( S ' - - -
DATA PROCESSING TASK INVENTORY . \ v | Page of Pages
LISTED BELOW ARE A DUTY AND THE TASKS WHICH CHECK TIME SPENT -
IT-INCLUDES. CHECK ALL TASKSWHICH YOUPER- . - [ ot
FORM. ADD ANY. TASKS YOU DO WHICH ARE NOT 1 Yory Much Below Averece
LISTED, THEN RATE THE TASKS YOU HAVE CHECKED. Vv 2. Below Average
3. Sl_igmly Below Average
' . 4 About Average
¥ It 5. Slightly Above Average
K. PROGRAMMING COMPUTERS | Done | 6 anowe Average .
‘ 7

. - ‘ . 7. Very Much Above Average

1. Adapt progra‘r'ns written in symbohc'i'anguage to
different comfputer configurations.

2. Analyze applications fo select appropnate utihty . V :
programs and subroutines. -

<
=

" 3. Analyze computer inputs prior to ‘test run and d \/ , ' . .
follow-up. '

2

4.  Analyze programining documentation. S .

L3
5. Audlt computer inputs:after test run and : \ J A ‘ . /o
. follow-up. -
' L. . _ _ -
6. Code computer applications using a reports -
program gererator. .

Caau_ ‘ ¢ e R S

\ ! -

™

Figuré 15. Instruction sheet for
- ’ ‘ Question 5 (workers). . .

-~ ' .
! &
v - 3




T ‘W‘aﬁg !}gmetic taPe unit.

WY

-
%Y

DATA PROCESSING TASK INVENTORY

»

Page 14_of _26 Pages

LISTED BELOW ARE A DUTY AND'THE TASKSWHICH IT
INCLUDES. CHECK ALL TASKS WHICH YOU PERFORM.

CHECKl

. TIME SPENT *®

ADD ANY TASKS YOU DO WHICH ARE NOT LISTED, : ; ;:&sz‘rm'w Auereee
THEN RATE THE TASKS YOU HAVE CHECKED.\ \‘ v 3: Slightly Bd::Avor'oge .
- d : . " 4. About Average
. 1 5. Slightly Above Average
H. OPERATING AUTOMATIC DATA PROCESSING EQUIPMENT  , . | Done | 6, Above Average
f 7. Very Much Above Average
A LI L.
. 1. Analyze job steps to determy\e data recovery points. i
- - . ¥

¥
2. Analyze machine operation through use of messages_ °

received from the equipment.

4

3. Analyze machire operation through bse of conditions

19. . Operate interpreter.

.
b, -

° displayed.. . . . gy .
4. Determine cause of machine stops and matfunctiens.
5. Interrogate memory locatjons on the consolg, ’ ’
6. Load progfam“s and data cards.
7. Locate tapes in storage~ media or t;:pe iibrary. s - .
8. Maintain card files (source object, etj.). . . :
8. Maintain current run tapes. '
1_?). Maintain le‘vels of data processvﬁg supplies. - -
11.  Mantain technical files on equipment operation and” " ’ ) *
procedural changes. ) " - s
12.rMéke switch settings. R N ° a
~ 13. Operate card r. . Ca
14. Operate collagc;g;i;3 i N - _ )
: 15. Operate console. .
’ 16. - Operate decollator. ‘
’ )7 Operate document writer.
- 18. -Operate forms bursting equipment.
v oy -

20. " Operate key punch machines or verifiers.

2 . Mper tape punch‘ and reader. *

s

*

[

.Figure 16., Answer section format for ‘Question 5.

g
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. - ] ‘ A STEP 11: SURVE
. : . DESIGN PLAI

i - ’ Vs , . i

- ‘ - P . ) ‘ ’

. ‘ Devqiop plan for selecting respondents. Plans for the knnds and numbers of persens to Jbead- ¢
mmﬁered the survey form should, specify three items of information: »

1. ‘ Number of persons needed for each group or set of TIQ booklets.
R . .’ . .
“2.  Background distribution of respondents within the defined scope of interest.
3. Occupati_onhl and situational distri_bu;ipn of respondents, consistent with the defined
scope of interest. > -
For a single prescribed occupation, at a minimum (regardless of the sel'éction plan), there shduld
- be at least 30 usable questionnaires returned per worker group and at Ieast 30 usable questionnaires .

returned per supervisor group. [Fifty (50) is a far preferable minimum; but it isrealjzed that such a .
number may be difficult to achieve in all circumstances.] This number is necessary to assure adequate
stability of the summary data. These minimum group sizes also are appropriate for any prescribed -,
subgroup of respondents for which special summaries are desired in the study.

More desirably, up to 50% of workers in a small occupation, or at least 500 workers in larger™
occupatlons are syitable goals for occupational performance surveys. These numbers lend greater
. asstirance that all meaningful performance situations will be adequately represented in the question-
naire data. Such numbers are quite feasible for surveys (a) within a large employing organization,
(b) across the membership of a cooperating professional or, labor assocratlon or (c) whenever¢com i

pensatory payment to each respondent and/or employer is unnecessary. . -,

——
A l

For a cluster of jobs im an occupatﬁonal ared, such as s when speclfrc job types are y‘t known for .« -
ceftain, or cannot readily be identified with particular workers, then the minimum numbets of re-
-spondents is increased. Af the job types and the workers in each arg.known with reasonable.certainty,

- usable returns from at feast 30 workers and 30 supervrsors for each likely job type are needed. If such .
. job types and their mcwbent workers are hrghly uncertain, then surveys from about 500 workers

I

across the occupationalggrea would generaIIy be needed to yield effective job clusters in Step'18.

-More cogmplets representatron of an occupatronal area usually mvolves up to several thousands y

- . of those employea .n the area. Descriptive summaries can be performed.with no methodological |
limit on the numbe. of respondents, the real limiting factor being the gxpénse of keypunching the
responses for computer processipg of the data. For job clustering applidations, however the number .°
of persons surveyed should be limited to the capacity of the avallable computer cIustermg or factor- .
ing program. Usual hand-calculated ¢l ustering technigues.can reasonably bandle anly up to abo®
. 20 or 30 respondents, factor analysis programs about 150 to 180, and the Air Force's CQAP clus-

l.;/ tering accommodates up to 2,000. . _ y - - 7
lig ' ’ o
‘ ) The techniques-with very limited capacity are useful¥or |dent|fy|ng perhaps three or four spe-
cialty areas that may be emerging within asingle occupatr&( They are not very effective in broad

o surveys of an occupatronal area which mcludes a range of occupations.and many speClalty areas. S
l

. When seeklng minimum numbers of usable questionnaire &rns the admlnlstratlon of ﬂ'\g sur-

\-\ vey must be kept tlghtly codtrolled. Respondents and/or their supervisors must be individually con-

*tacted and direct follow-up conducted as necessary to ‘secure cofMpleted twestronnarres Als0, ane .

additional 15 to 25% of questionnaires per group should be admrmstered to allow for Iosses tha':an

be anticipated due to faulty responses or failure to respond LI . . .

6 =
. Technigues for adnhmstermg surveys to assure high usable retum rate%are discussed under ., It
r Activity E, and particularly at Step 13. L .
¢ ) . v .
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+ " To encouugeh “full represerUatlon of the defined scope of occupat,on&l i!merest in the.smaller
sample gurveys, itis useful to place some constrainfs upon the types of individuals and of employ-
- ment séttings totbe involved. Length of job experience, individual job assignment, geographic loca-
(lqn, size of local work-unit, and type of employing agency or_firm segm % be the most crucial. fac-
.» tOrsto contrcn in most squeys (though specnal Rurposes of a study mdy gquire control of o‘ther
-, + factors), oo { - ki ’
— ' '
Workervnd supervisor factorscan be spécmq; on the d|rect|ens given to those persc)ns who wull
be making the direct contacts Wth’ individuals and/or their employers . -

-~ 'y &
ulh.
>, Figure 17 portrays one-such set of admm‘istrator instructions. Note that it defines the occu- .
patlon of mterest’lper Step 1}, including spectalty areas that may or may not be included. o
- v L3 5"
- - X
The desnred number and types of employ nt settings for many surveys can often be dis- ( Cw ]
-played quitesimply by a matrix and an outlindilap. For example, workers in the following pro- g )
portjons might be sought overall and within ea ographmal divisidn used in the study <@ ‘ -
- . Type of Emp/oymg Agency or Firm "
2 . - * .
- b Public Jrvice Agency Privath Business "
5 ‘- (go ent, education)  and Industey :
- _/ P *__ '
. Small Operation (less than ' 2@ B S ) #1 5% of Ny
. Sizeof 15 workers in the job area) s A 25% groop
- toca - - -
Tt T W nit  Large Operatlon (200r moré . .- - , s6%of .
" wogkers in the job area) T 30% T Lo 20% group '
g ." ' ' P”‘:. 50%ofgroup Lt 50%dfgs;qup', .
. L , .l ‘. o " . .. .
[ ’

" & The proportionscan be translated mto actudl numbers when the total ber to be surveyed is de-

“cided. This prevernts local administratots from acquiring a predommﬁgf one type on the basis of ‘

. ease of local access to workers, |f communfty population density (such as rural, small town, major :
metropol&an area) i is also of concern, then deslgnatlon of such can be addéd to these requlrements -

A4

Geographlc dlstnbutlon nati
. tation from each régional dwusnon
thqhat:on. One or more locdljties in

||y mlght be portrayed simply as foIIowsanth equau.p*sen- ‘
reasonable representation of geo-economic area across " .
wld be used for contacting workers and super- o

r )
i
vusors "Similar depigtions could be made- regl or statewlde areas when the intent of the su .
. *veyscope is less than.national. . . Co
- . . N4 L . 3 \g
’, - .
- >y *
v P
: . NORTH .
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P EAST . . B
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Aruitoxt provided by Eic:

_DIRECTIONS FOR IDENTIFYING EMPLOYEES- -
T8 BE ASKED TO COMPLETE A QUESTIONNAIRE ON
" THE TASKS OF AUTQMOTIVEMECHANICS

1. . Warkers selected toﬂns(erthe Tas tory Qéestionnaire should be employed full-time as
Automotive Mechanics. They should prefgrably have at least four but not more than 10 years
K of work gxperience as an Automotive hanic. Though a few are acceptable, try to avoid

» those with very littte job experi gor the very senior workefs in the occupation. ’

r

v

v

.

. and 'otbgr automotive vehicles. They may diagnose damage or malfunctions,remove.and replace
~ _units, disassemble and inspect parts for’we ‘servicing, overhaul units, rebuild parts, rewire
", electrical systems, reline or adjust units. They do not typically mend damaged'body and fenders,
tall or repair accgsso?ies_such as radiosy_THey may become specialists in one area gf.auto-
ir such as transmissia:, engine tune-up;-or brake repair) but must possess general
above. v . :

- v
-
. .

- X T?e'se wofkers may use such other job tigills 2 Auto Mikchanic, Automobile Repai Garage
id, or Erfgine-Repair Mechanic. gh qualified in general automotive m nics, their

~
b J

. djffgrantiﬂi repair, or tune-up.
s, 2

/

.or 3sfstants; (b) specialiagild in nbnautomotive or peripheral systerhs, su rial trKs,
diesel truck engines, far ipment, or motorcyclei; {c) limited inpqualificati
area such as body repair, electrical systems; sfiwice station mechanic .or air conQitiohing; and
{dY supervisors'or sgrvice managers. '

N . 3 TN .
Workers should not be seiictéd, who are (a} Ies's’thaDn fglkflegged'me'chanic

~
LN 4

visors of Automotive Mechanics selected to,answer the Task Inventory Question*ajre
sfidyld be those pgrsons ywh anizationally are Tosated immedjately above the type of worker
described for this study. Th#y need not be the immediate supervisor of .the"pafticular workers
selected, but should normally supervise the Wark of that type of worker. 1t4s preferred that

. theyhave at Ieast«foui" years of receplgxperience supervising a ngmber:ot Augémo@e Mechan.
ics. - “e . g L

@ -

0

These [#rsons supervise and cooi'dlnate'thé,job activitie$ of'&tpmotive Methanics engaged in+ _
’ repajring, adjusting, servicing, and storing molor vehicles. They may inspect’ and drive repaired
- vehiclés to vegfy repairs, schedule the transportyng of materials to service or storage areﬂ
study repair schedules and estimate time/cost requirements, make work assignments to
analyze and resolve work problems, recommend of ifitiate persbnnel actions, and similar s
visory activities: * . — : C
. ’ ry - - ' . " -
*. These stipervisors may have sych job titles as Service Manager,Gé'rﬁ'Owner, Repa
* Mangager, Sefvice Advisor, Shop Foremah, or Chief Mechanic. R

. ~ { . ..

F . . -
L] ¢

.- )

ir Shop ,f
[

Ead
°

A.n.Agmotive Mechanic is one who répairs arid overhauls automobileg, light buses, light trucks,

e job assignment could be limited to particular gepair functions such as carburgtors, . .

LY

. .
repai helgers -

one specialtviw

I’ieI'SI,
: L
-

.'-‘ \& R ’ I,
A N . tee

)

* s
v
O

i o Wt
P Eﬁﬁ Example of instructions to 710 -,

' ministratgrs regarding thekinds
- of persons to be

- surve. . o
» L - ,
-
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For studies by public school'systems to derive training curriculums content, adjacént states .

- <+ should be included in the syrvey if statewide rather than r'uaﬁonql geographic scope is intended.
4 7~ This would help assyre that students becorne prepared for effective erployment in the full labor
; . marRbt area in which they are likely to find their opportunities. With mobility trends béing what
- - theyare, the manpower requirements of a single state would, not seenr to serve the'best fnterests o
and needs of the student population. o ‘ - ) ‘
. . ~ ., N 4 Loty . :
_ ¢ .  Appropriate représefation of ttie employment settings for an occupation remdins soméwhat
S of a debata_ble issue, particularly when the survey purpose is to identify curriculum content, Should
-the survey equally rgpresen"t all types of employment settings so that trainees may be prepared fora
" Yariety of employment opportunities as conditions and the job change over time? -Or should the - ™
g us be upon predicted manpower requirements? Opting for manpower forecasts has the-appear<
ance of sound planning agd practicality. On the other Kand, broadening employment options for )
the individuals to be trained seems fiore attuned to the-career needs of students, with training pro- ’
. 9rams encouraging the development of skills that can more readily transfer to new performance con-
texts. Considering the limitations of culrent manpower forécasting methods, their inability to deal -, ;-
with the myriad of small jobs and speciatty areas havjng refatively mipor manpower requirements =~
by themselves, and the copstantly evolvirtg technology and demand for many occupations, it would ).
A seem mre appropriate to base representation. first upon the broadgr range of possible employment
* ° situations. This wogm}end to furnish training approprigte for students in.areas of low population
¢s density as'well as for, those in major metropolitarrareas. A balance of concefns could then pe ob-
. tained by augmenting the focus in those particular performance contexts that have obvi
4 potential for near-term employment opportunities. By this means it may perhaps be p
quire the “best of both worlds.” N

| .-
Ly

.7 .. ' Employment sites'ef Surveyed workers, thus, sh i

-+, moderate-sized or remotely situafed cities, to small sca&ii_ cammunities. Some emphasls, how- -

ever, would be upon the larger population centers. - v

.
>

4

¥ o 0 g ke .
. . Business enterprises to be contdeted at gachiselected location may be essentially targets of op- (
' '« =portunity, within the tonstraints of the survey plan. “Phese ara ohes that are available and accessible -
< 1o survey administrators in each locale:* T \
.o , . » - .
. This diversity.of locations and iidustried} distribteq across majorregions of the country {or
", + other geo?taphic units of the scope of interest), should approxirgate a reasonable representation of
- the overall work situatign’in whiclf workers in the occupation in employment. The range of
[ 2 variations included in the survey should certainly {end assurance of thegneaningfulness of the data
. - where cons&nsus is achieved, while-acknow]edging the diversity of position assignments encompassed .
+ 'withiri an occupation. Information about this concensus and djwersity could be helpful as one basis
for making students aware of job opportunities, employment peniy?s, and areas for skill ap%licetion.

.
v
] ~

=
LT,

] ‘;
t

" STEP 12! PRETEST QUESTIONNAIRE
. " - INSTRUCTIONS AND FORMAT. .

" Thé first time a riew or somewhat different popufation is to be administered a survey question-
naire form it should be tBsted out ori a small sample of pérsons of the kind to be surveyed. This
5 serves two purboses. First, it essures that such'a group can read and urlderstand the questionnaire,-
and that the personal background items are pértinent to that group. The second purpose is to gain -
¢ experience in locating the ’kinds_ bf\onndents needed for the survey. If cer_tqin kinds are found to

[Aruiroe poviisa oy mc . o P
- » . g ! .. Y 4
ey -,
” . ’ 4 ALY




be very dlffiCUlt to identify or gain access to, this will have definite implications for the arrange
" ments necessary in.Step 13. It may. even be f(mﬂd necessary to reconsider the survey plan devised
in Step 11. In any event, it is better to d"scover such problems before attemptlng to gather the fuI(

set of task data. _ X * .”

j‘l’EP 1

N S /
- 'mis pretesting can be done w1th a handful of persons who represent the range o/J'\ose for

whom the survey is intended, especially in terms of experience and reading ability. It is not neces-
sary to employ strict sampling procerjuresto identify suitable persons. Often it may be practical
to obtain this firsthand feedback sumbltaneously with the pilot testing in Step § of VolumeZ.» The
responses obtamed may also be used to exercise the data processing pragrams for Steps 17 and 19
to assure proper programmmg and layout of output.

individuals should be asked to comment on their understanding of the questions and the pro-
cedures to be foligwed. If they feel that certain changes in the wording-of questions would improve
their commumcabnlrty, they should be encouraged to offer their suggestiqns. Addmonauy, if at all
feasnble, they should be paid fog their service, consnstent wnth their hourly rate of pay. \

. e

s If this pretestmg dictates that the totaI admmrstratnon time for a@; respond must be
shortened, it is possible to randomly divide the tasks within each du rm more than qne
survesLbookIet (except for questionnaire Types H, |, and J}. Sufficient numbgrs in each comparable
group of respondents will be necessary to permit the group data to be pooled as |f it all came from

the same, person. . . I T
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- ACTIVITY E: A

~ QUESTIONNAIRES T

\

0

"AND SUP

e

Vel . -

ERVISORS -

1

DESIGN THE SURVEY . .

-

e o IR
1 - .
L3 . .
1
-
'

Plan Data
_Anilyses
O/ﬂeeds

& Task informatio
. ® Infdrmant.

Backgrounds
® Data Summaries

Steps 7,8,9,10 °

3

T

AN

n_ P

=
>

¥ — #
. .7 0BTAIN RELEVANCY DATA v

Administer

.

Desigr) Question-
narres and Therr
Administration

® Format and
v Sampling ..
® Pretest
Steps 11 and 12

L

Process T1Q Data

Report the Data

Questionnaires
® : Preparation ) ® To Partacup'ants
pliackin srian ® Ciusters (it ® Fotmal Record
® P"MN . N » Suneeded) ® Future File ,
® Recognits mmaries -
cogmtey ® Analyses Step 21/,
v 5l
Steps 13, 14’\15, 16 Steps 17, 18,19, 20
Al [y
1] * -
\ .

’
v

' Each of these stegs is described in the sections which fol
*  should be given to maximizing the motivation of survey
workers and supervisofs responding to the survey questionnaires. Respondent motivation fnfa
uladly important in obtaining meaningful and accurate information on each.task. Unless.comp

of the survey._is made to desirable, participating individuals may not do their best in later

v

*Instruct Local Administrators

~ v
M ’
l
L »
' s 3 -

© 45

td

)

- 7.

.
Y

45

»

+’ Given thatLoth the design of the occupational survey and the
anned.ia Activity D, it then becomes appropriate to arrange for a
tfation of the survey. Survey administration ef
g of appropriaté arrahgements and obtairiing printed questionnaires
here are four procedural steps to be followed in accomplishing this adrninistration:
v e . :

s under this Activity E inv

; ' Step‘ 13; Arrange to. Have Qmionf\:éirés Administered -
- , ’ Step 14:
" P> step 15: Prepare Questiopnaire Booklets
. © " PP Step 16:* Acknowledgé Cooperation of Agencies and Personnel . .
. edge Cooperat ge rspns i
ty E attention

4

low. In accomplishing Activi
administrators, of local ereployers, arid of

b

intended data analyses:have been
nd accomiplish the actual adminis-
olve primarily the mak-
for eagh intended respondent. .

‘A h .

-

letion

DMINISTERING, .~
O\WORKERS
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poriions of task: listings qr in.fina( stages of making Idcal contact
However, as Guion (1976) notes, “specific attempts to increase
".only- up to some point; beyond that they are self.—defeafing"‘ (p.

s with 'emplo%vrs and emploiees.
mﬁvdtion Jrobably have an impact

803). Jhe recommen

i0on to max-

-

imize motivation ofteh may be, /tberefore, difficult ro carry olit effeggively.
. [ ’ . . . 2 &

: . ( . o A . . e . »
STEP 13: ARRANGE TO HAVE QUESTIONNAIRES
'ADMINISTERED . =~ "¢ . . . - R

Obtaining survey response§ efficiently from many individuals ga‘n be difficult to accomplish.

. Thus, along with Step 14, this step is most critical in obtaining useful questionnaire returns. These
steps also are the most sensitive in terms 01 assuring protection of the interests and welfare of em;
ployees, and of making certain that employers or other cooperating organizations do not become .
alienated by the survey effort. . ~

[y

’ . - !

¥

-

Methodologically there are twa key questions in the'process of making arrangements to have
Task Inventory QuestionnaTres administered to workers arid immediate supervisors. The first is:
" How do you locate the right kinds of employees and secure their participation? This isfollowed

. by the problem of: What can be done to encourage full return of completed questionnaires?
s, R .

*

THe guidelines suggested here-asstme a situation where a broad national or regional survey for
a single occupation is planned, with a diversity of loca®ns and industries. Appropriate mpdifica- -
tions should be obvious when only a single major employer or one’metropolisan area are to be the
intended scope of interest. Additionally, if workers dnly are’ to be surveyed {as in questionnaire
Types C, F, H, I, and J), it is possible to-mail questionnairgs directly ta those workers. This can be

. done with the sponsorship or cooperation of a professional or labor association to which they beleng;-
with mailings made from the assGciation’s membership list. Accompanyng such-mallings should be
a letter from the association indicating the assoclation’s backing and endorsement of the survey, and -
encouraging membership response to it. Alerting their membership through.association newsletter}
and periodicais is most usgful. Similarly, if all respondents are to be from.a single large operating
Agency, a message from the top of that agency to all lower units assures respondents that prompt
completion of the qu‘fstiohnaireis of interest to and sanctioned by the management.
. v . .

Local administrators. Key individuals in each Ioca‘fe are peeded who are knowledgeable of spe-
cific employment locations and are available to make direct contact with those employers. Though
they may commission others to aid in the process; these key individuals serve as the focal point for
local contagts, distribution_of guestionnaires, and slort-term follow-up to complete the effort.

. , . . V4 ,
- - /"2 Various agencies conducting an o¢cupational performance survey may have their own source$
of key local administrators, such as a firm’s network of operating divisions. throughout the country,.

«

or local chapters of an association or a union.- ’
For surveys conducted by or for public education agencies it been found very effective to
contraét with the directors of state units concerned with occupatioffal or vocational education.
These include especially 'the state Instructional Materials Laboratories (or Curriculum Coordinating
Units) or state Research Coordinating Units, in thdse states hating such units. Other key individuals
- within state qepartments of vocational or occupational gducation also can be very supportive of the
.syrvey administration. Together they can serve'asa very gffective network for gathering dccupational

- < performance data, which can also be of-mutual’benefit to their respegsive constituencies.

t>
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These individuals may themselves make direct contact with employers and/or employ others
familiar with local communities.. .Effective in this r le are professors of vocational education (par-
ticularly of business education) in the state’s higher education system and seoondary/poftsecondary
vocational teachers in local schoo! systems., By this means responsible community personnel who
are knowledgeable of local émployment settings and acquainted with a number of employers pro-
vide the personal contact that is so essential ‘for obtahng good survey-responses and questionnaire
returns. A side bensfit has been obtained by i increasing their acquaintance with local employment
opportunities havpng relevance to the subjects they teach.

The key administrators in each area are best contacted directly, in person or by phone, to

 secure their cooperation and participation A contract for their/serviges or for the purchase of a
certain number of completed questionnaires is then issued to their agency or to thém as individuals,
depending on the circumstances in_each situation. This contract agrees to pay a set amount for
each completed questronnaure sucheas $10 or $20 féra short questiortnaire, to $40 or $50 for a
lengthy complex questionnaire involving difficult arrangements irsecuring the required respondents.
These monies may be used.as necessary to compensate employers and/or employees for time used
to answer each questronnalre - ’

i

+

|

LOcal admrmstratlon process, 1Local employers should be contacted and informed of tﬁe nature

d needs of the survey. Their approval for contacting spécific workers and/or supervisors should be
obtainéd. Often in small ganizations they will themselves serve as the point of contact with par-
ticuI}employees, orin Qduce the local administrator to them. I other instances they may desig-
nate ahother person in the organization to serve that role.
. ‘ . »
bependiné on the nature and scoge of the survey, sometimes it may also be useful to sécuré
the endorserhent of relevant assocuatu#ts of employers to encourage participation by these business
firms. This kind of endorsement, however, takes some tirhe to acquire. Associations may need to *
clear their action with thew governing board at its next meeting. 1t may at tlmes also be appro-
priate to inform and secure the backing of a local employees union, though typlcally too few work
ers are used’'from n any one firm to make this a significant and necessary part of the process.

- —

<

&

Telephone employers in advance for an appomtment 1t.is important that the normal lines of
communicationJéthin an organization be followed. Initial contact should always be sought.with
the top management of the 1ocal operation; that is, with the owner of a small business, the general
manager, personnel manager, or other persoh having general responsrbrhty over the employees. The
objectives of the survey and its outcomes that may benefit the business or the employees should be
explained. The-pccupation or area being surveyed must be carefully described so as to identify. the
kinds of employpes to be included. If intermediate supervisors are to bé' involved indistributing
the inventories, Jt-is helpful if they are also personally contacted. -

The locals rvey administn%r, along with the employer or manager, should identify the spe-
«cific kinds an mber of employees who are to receive the questionhaire at each location. Volyn-
tary*cooperation.should bé solicited without using coercive pressure A positive and apprecratlve
+ attitude toward 'the. survey is most desurable “ *

Ea_ch questionnair is,a complete p'ackage for setf-agministration. Some managers may prefer
to distribute the questionnaires, and then have the employees mail thém directly to the local admin-
istrator when completed. If this is-done, each employee'should be asked to notify the manager (or
his representative) when the booklet has been mailed, permitting the manager to monitor which
questionnaires have been'completed. Other managers may prefer to have completed questionnaires

ir office for forwarding to the loch! administrator. Highég and fastey completion




s & . . .
tates are obtained when managers are interested enough in the survey to collect the questionnaires
from their employees. 7 ‘ .

. [ SN s
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'STEP 14: INSTRUCT LOCAL ADMINISTRATORS -, -

If at all possible, all the key local administrators-should be gathered together at one central lo-
cation for a day to discuss their role. This serves to give each a:common understanding of what’s
‘intended, and an opportunity to raise questions abp%e process, It is most helpful if they all fully
-understand what is being done, and the reasons for ¥’ With such a serse of purpose and value their~.
_ participation should be enhanced. This meeting d be held at or just before the time the survey
questionnaires are ready for distribution. - Syﬁ“’ li
Each adininistrator should be given written ins®iictions describing what issues to attend to,
with particular attention to protecting the privacy of respondents and securing voluntary participa- .
tion. The instructions should aIso-indic'ate possible ways of'}han king and acknowledging the gon-
tribution of ‘each participant {per Step 16): An exampie of one such’ possible set of administrator
instructions is illustrated in Figure 18. These-would actompaty the occupational definition§ such -
as given in the Figure 17 example. U 7 '

N 2 i

! N ,

..

- Of special importance is the need-for local admjnist -ators to report information regarding the
nature of each employment setting used. This data can ddd to tﬁe%ackg@;nd'information pertain-
ing to each questiannaire. A simplé worksheet, as in Figure 19,/should be tade available to record .
and transmit this information. ‘It should key edch item to a specific respondent by means of a pre-

determined code for each questionnaire booklet (see Sep 151 Y .

s 0 p— ~.
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J . < STEP1
- INSTRUCTIO
« ’ . . ) f ‘ .
. N R
. . . ) - »
zZ, . AAHdmonal Information and Guidance to Help in the'
Local Admnmstratcon of Task Inventory Questionnaires T
. J ' 4 o
1. , o .
' " 1. ldentifying'Erhployees to Answer the Questionnaire: . = L ’ .
- ' J,'v Persons selec;ed to answer the Task Inventory Questionnaires should be as noted on the attached sheet
. desqvbmg workers and supervisors s ‘
* . v
' 2: '*cof Employer Agenczes Needed N ‘
- y
.. The fO“OWlng chart indicates“the number of each type of employing agency to obtam for the particular
- types of employees. -
- . ' wImmediate
. - ! ° Workers Supervisors
8. Government Service or Education Bmal/ opgration .., ‘> - .
. = less than 15 employ.ees in the job area) . .2 - 2
." q _
. . b. *Government Service or Education (/arge operation .
20 or more employees in the job area) 3 ) 3. .,
) . _
c Private Busxr?b.'.s or Industry.(small operation: less . - !
. | _than 15 efnployees in the-job area) , 4 4 . °
- d. Private Busmess or Industry (/arge operation. 20 or
. wmore employeés in the job area) 3 3 -
3. Inform of Purpose' ' ‘
. . . o . . .
Each quéstionnaire respondent, as well as each higher agency official contacted, shbuld be informed of ,
the purpose of the Task Inventory Questionnaire. The following comments are provided for your pos- :
= sible use in telling employers of the.purpose of this data-collection effort: Jd o
\ ' . = *
. The purpose of this questionnaire 1s to identify what job tasks are relevant to the occupa-
) tion being surveyed. This information will be used 1n a curriculum project to identify the
N " extent to which each task is relevant to that occupation, serving as one basis for assuring
*| that training’is difected at the more relevant tasks.
A gomposite of several questionnaires for that occupation will be used as the basis for
. analyzing what task skilis are now performed and expected of workers. This composite
will tepresent a cross-section of geographic and industry views.
- “ . P -
3 ; The problem is not a simple one on which to obtain concensus. Each job position has its
own set of requirements and assignments. The questlonnalres will be analyzed to identify
significant parts of the occupation. L ~
0 * M . ¢ * i - ' v
- . Addit»onal copias of questionnaires are included for leaving with management offnc;als as you deem ’
) appropriate. - —
. 4. Time-Saving Feetures ) ]
[] "r -
R » There are several time-saving features built into this questionnaire. It may be useful to tell pamcupatmg
- employers of these, to assure them that we were aware of the value of their time. N
-‘ - - *
_ . L ot \ .' .
Figure 18. Example ofinstructions tofjpcal administrators. 0
/. - - .
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b. By use of prepared listings of tasks f8r an 6ccup'ation the employee I1s only asked to recognize
each task, and not have to try and recall each work activity. Recoqmtron is far faster and more

complete than is recall. ’ - P
c. Answers to each task statement need to be given simply by circling a number or by checking an
* item. . . ,
= » . ; . 13
5. Assurance of Confidentiality . K ‘ .

There should be no penalty possible for giving an honest answer, or for refusing to answer a particular
itern {or even the whole fuestionnaire, if that should ggcur). In no way should the respondent’s higher
management levels be informed that a person "“failed to cooperate.” Even the nature of the individual
answers shouldbe kept confidential; in no/way should they serve to embarrass or harass ghe respondents

% To heip accorh ish this, the completer} qu)stlonnarre should be placed in the large manilla envelope pro-
vided, and sealed by“‘the respondent. The sealed uld then be returned in accordance with
local plans. 1t s doultful that the questionnairp seeks any seiysitive information, but the caution seems
usedyl to assure that we do ot Inadvertent]

6. Assurance of Voluntary Participation,
Each employee always has the right to refuse to answer gparticular item on the guestionnaire. Piease
be sure to inform each one of this option, but do so in a way that does not encourage them to omit " °

~answers very often. Discretely tell them of therr right, but stress the survey nee(‘for their experienced
judgments. o

X . Y .

7. Spot Checks to Assure Compliance with' Administration Regdirements

If you use persons from other‘agenues to administer the guestionnaires, it fhight be useful to performa
spot check occasiohally with cooperating firms and/or emplayees. This could provide assurance that the
questionnaires were in fact administered to appropniate efnployees By asking such duestions as ""how
long did it take fbr an employee to tomplete the questionnaire?’’ it inay be possibte to assess the like-
lthood that the questlonnanres are being administered properly.

8. Procedures for E\ﬁ?p/oyees to Return Completed Questionraires .

[} —_

On the first dhd last pages of each booklet, each person is told to put all completed materials in the large
mantliia envelope, and to seal it. Then to turnitn accordmg to local instructions. These local instruc:
tions are the responsibility of each administering agency. You should work out these instructions as
they fit your situation. Perhaps a responsible official within each firm could be appornted\g,recave the
sealed envelopes, and to follow-up on any that are not turned'in Or, they may be collected on the spot
by you or your representative. ©Or, they may be mailed directly to your office. In this latter case it
would be.appropriate to put your address on the envelopes and to prestamp them. The basic intent is
that'no one in the flrm should have access to specnfrc responses by which the respondent could subse-

. quently be harassed or embarrassed. .

.

-

.

9. Review of Completed Ouestionnaires'. . - e

As sealed envelopes are recneved from employees, there is a need for you to open each and check that
the questions have in fact been answered. The following gurdehnes are suggested for doing thrs review
and follesponding to discrepancies:

L]

a. ' Scan each answer section, including the Background Information page, to determme whether

-
- .

-

g " Figure 18 — Continued

-1

i

. - R
t a. Questions on background information are kept to a minimum absolutely necessary to this survev.gfi -

answers were gend¥ally given appropriately to all tasks listed. ’

<.
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b. If it appears that the employee chose not to provide a reasonably complete set of answers, ehher .
M _ contact that person agair) ahd try to get cofpjinued effort on it, or find a person in d*comparable .
“type of firm to complete another questionnaire. Additional questionnaires are included for this ]
" . Purpose. Please note anytSuch changes on your Agenly Worksheet.” '

) c. Ifthe answers are complete but nonsensical garbage,-accept them without comment. Note your
evaluation on the outside of the envelope and on your Agency Worksheet. {Do not convey this
information to the employer.) Then, contact a person in some comparable type of agency to ob-
tain a complete and meaningful set of responses. R

“10. Extra Questionnaires ’

Some qdditlonal copies of the T1Q are included with the matenials sent to you." These do not have pre-
stamped identification numbers. These can be used or distributed at your discretion. Please return any
" unwanted ones to us. If more are needed, please phone us collect. o )
If additional copies are used to obﬂin/employee responses, please be sure to put an appropriate identi-
fication number on the cover of each setjused, and record this number on the Agency Worksheeét.
11, .Completion of the Agency Workshee;, :
¥ 73 ‘7’,&. . ‘ '
In the package of materials sent to you 1€}fiform labeled Agency Worksheet. The last column s for your
local use as you see fit. Fhe first column Pwyvides the identification number for each questionnaire re-
spondent. The balance of the worksheet shuld be used to provide us with the following information on
each respondent:
i - . ~ .
a. Size of the’o?eratlon. This column is to be used to record the size of business operation in which
each respond_ing employee works. Indicate whether that business operation is large, moderate, or
small in size. This size indication is judgmental on your part, but you might consider it large if .
there are more than 20 employees working in the immediate area, and as small if there are lest than
5 such workers. Thus, it is the size of the occupational function i1n one location that is noted; not
the size of the employing agercy nor of the parent company. .
b.  Metropolitan Area and State. The general location of the émployment setting should be recorded -
for each respondent. Exect city 1s not important, as long as the metropolitan area 1s named. This —
is more for regional identification than for pinpointing work siteg. However, if the locationisa °
¢ rural or jsolated one, this should be noted. : : .
c. _Cautions. Tell us of any particular incidents br conditions thgt_oc_ﬁrsﬁ.:hat might create prob-
lems interpreting the guestionnaire responses \ This information possibly could be important in *
. properly analyzing the questionnaire regults.
Co . .
12.  Feedback on Problems Encountered . 1
It is most urgently requested that you hote \any 'gnificant problems encountered in administclring the
quéstionnaires, apd inform us by a memorandum after your work is done. This feedback willfhelp us .
‘ to assess the neéd for procedural changes to yield effective and efficient data-gathering processes in the
fpture. . L’ \
13. Showing Appreciation to Participants : - °
a. Eacfr local administrator of tHese q io aires may want to indicate specific means of showing
appreciation to employers cooperating with this study. Some excelfent procedures that have
e been used in the past have been to sénd each person a commendatory letter or a printed cerwifi-
cate of appreciation for participating in the stidy. In one instance these certificates were signed
,%: J "s » *a
. ‘ " ”
S B Figure 18 — Continued
— A
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with the name of the state governor. Or, you may have equally good means for using this
opportunity to cement relations with employer representatives in your area. -

If you promise an employer a copy of the results, be sure to get the full correct address to
which they should be mailed: We can send them direct to that address when we’prepare the

report of sumimary descriptive data. This report would not breakdown the data by employer/
city /state/region, but would be a composiyte from al data locations. .

<

’

14. 70 Return the Completed Questionnaires '
You may mas c.on;pleted questionnaires back to us as groups of them are completed. These should
be addressed a5 follows: . . -

Y . -
- Name ; ' T :
Title o+ ! . \ .

Address | .

<

- ’
.16, To Get-Paid : -
3
When completed, hopefully within two or three weeks, send your regular agency billing form (or
invoice) to: . -

Name L
Title - . ’
» Address .

e

3

Indicate 1t 15 for the purchase of goo)s that is, for so many completed Task Inventory Questi®nnaires.
| Also note our Purchase Order number. Payment to you will be initiated promptly, but cannot be-done
until your invoice is received. . . “
o ‘
. . 3 . ~ K
16. Call for Information or Assistance ' -

. we
.

: !

=4f you have any questions, oﬁied additionat help, please phoné us collect to discuss the matter:
N ' .

Phone \
Narme(s) .

"
- -

17. WE THANK YOU FOR YOUR PARTICIPATION IN THIS SURVEY, .

- . . .
S

f
‘. . ~

' . Figure 18 — Continued _ ' ,
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12,
Agency

SURVEY 004

Questionnaire
Identification

<

. . Metropolitan ¥ Cautions and
* No. Job Type . - Size of Operation . Area or City . State Comments - Nogs

3 . v -
1-2-081 __§Programmer

-

1-2-082 e oo
1-2-083} .

}
1-2:084~

2-1-081

n
S
g
. @
©
m
5
3
v B
‘&
e
i
2.
g
5!
i

. 2 1-082

' 2-1-083 .
2-1-084




v

’

AL - . o

l- ..

«When all pl ing and’pllot testmg#fs been completed al| revibions made, mstructrons drafted
ahd Answer sectipns and background sheets desngned the Iask Invgntory Questionnaires are rgady -
.for grinting and binding. Be sure that print s,pze used on the queStionnaires is easily readablg: suit-
able fog possible older respormdents and_!or’use ih'shop ereas which may have inadequate light for

' re#dlng smalf print? In esn}z‘;lnd the ﬁunjesr of all faterials to be printed, allow for15 to
more of-gach form to,cove antlcnpated lo of, questlonnalres due to faulty response. Iso provide"

~» for additional “"sample’” cbplés for the retentnon -of cooperatmg emﬂloyereand associations, as well
‘ asthe key lo@al adrmmstrators ‘o

-

. . 4
A N L

-

mﬂmg each questlonnarre Quest:ohnanre booklets should be assembled in e following’
sequeﬁce S & o ‘ ) )

- T f
“ N . . .
' 1.z Co Y ’F'.Q%pr‘"! g A
’ . .1, 2 Cover igure . 4 ..
- " . ‘ pamj.sge g'\ 1.. " L "'
'3

- © N N « . [ 4
' 2. : lntroduction page (see ﬁgu‘re ;A') Tl . ' . v .

S t e e W
ley - 3 .chkg‘round page (see Flgbres dandb).. "7 T ee ) .
v - .. 0 ‘ '“‘ ~l ) -t _J_

" 4, lnstructlon page (wgﬂgurm 9,,10 1{ 13 and 15) St 4

. " s l:.lst of tasks and actempanying answer sectlon's fﬁe Flgures 14, and 16) .

vt B Comments s&:ﬁon"{see FJgur.es 7-and 8) o . J T e T o

‘When the questionraire bookbgre to be mauled dlrectly 10 respondents such,gsnn a‘suryey of the
] membershlp of a'professional or labor.association, it is important t6 have ag’ mtjoductory etter ac-
_compaRy the T1Q bookiet. Preferably® thns should be from the endorsing assocnatron describing the
e lmportance and urgmg members to complete and return the questionnaires.

.
,‘-' - w 4 ol »

- Instractrohs for returnmg the completed questionnaires shpuld‘ be noted conspicuously. If the,
~. complet destionnaire booklets are to be mailed back by each respbndent bg sure to mcltéde a

.. preaddres d stamp 3eturn-enVe Nopt. Lo . -
Dependmg the questronnalce type selected the occupatiopal survey boc*lets for each re-
. ‘ipondent group &Id conta ‘e followmg task questlons ) -
D o . ) Yool . ‘ Type of, Response
’ . N L o S Task Question ‘to Questjon .
. - . Ty ._ . ._ ! " ‘ T "o , >
v - N @ b L ' N
e “Booklet Yor Workeé - Signifigance (Q3) Circle Number
N & Bpoklet $or. Supervisors™ _ - Occurrence (Q2) - Checkmark ‘
- T LT PR o ' '
Tym B . = .. ' . N . ,: ) a ,
e - Booklet for Worker Gr.oup 1 * " & Occurrence (Q1) ‘ . Checkmark X ' i
.« Booklet for Worker Group 2 s Significance (Q3) - Circle Number
© 7, Beoklet forﬁppefwsors f‘.\, - Occurrence (Q2) Checkmark-
‘ \. . * ' 5 . . . . . - .- . | ) ’ ) , . . .

t

o

e -
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" This List of Acnvmes is inteaded’ fo&search purposes ﬁt is ' >
not dmtrail or directijve®in nature, butitisintended toin- |,

gludé all adtivities of any significance which might be pér- * .
formed gymost Business.D3ata Progr.ammers as part of their
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TASK INVENTORY Q.U.’ESTIONNAIRE

. : / 'u. ': lntroductlon"/\ .

- .

* You arerequested to participate i provr_mng ‘hformatlon about the job of Bustneg Data
Prog'ammers In combination With the\responses of many other experienced workersand
supemsors, your answers to questions on the Task Inventory Questionnaire will help deter
q_!me,very specrfrcally what job activities how.are part of the work of Busrness Data Program ’

, - L < . c"

VAN K R ST : -

q

y employment settings. This will make it possible to plan more useful and r ¥raining
S pvograms and occupatronal descriptions. . - . Lo
3 “~ -
- . a . ¢

.

a3

e »

i tematlcaﬂy identify the-performance content,?f‘fﬁe occupation as it occurs i

As an mdrvrdual expeﬂenced wrth the day-to-day functronsapd/drk requ uements\:;
Busmes Datajrogrammers either as a worker or as a supervisor, your assistance ismost
sential. You are asked to provide some of the detailed information that is® necesary to sys-
ifferent

° 4 Should therdbe any par(cular |tems yo( prefer not to answer, you ye cemrnly free to

onit those items?" However your cpnsideration of each of these items is most important to
ti;e effective accomplrshment‘of this occupational study. We need your judgments and

g knpwl:ﬁxf the wark situation gs-it actua]ly exisys, Please base ybur answérs on your own |

experi ith the work done by a Basi Programl'ner Compgsites of a larger num-
ber of responses from all over the country be ased; the gnswers of any one person will .
Rrever be reported. Thus, your partrcrpatron wrll serve to provide a representatrve sample of

the work ‘as |t occurs nationwide., : . b e

> |

.

»

. Most of 'te ac;twmes (or tasks) ‘performed by Busmeﬁata Programmers are Irsted in*
thrs booklet, While not all Business Data Programmers will do all these activities, this listing’
"should rnclude nearly alt of the job activities performed by any one person. If ou note that
some actrvmes are missing from the listing, please write‘them in thisbooklet & on a separate

paper Turn m‘these addrtlons a1ong with your completﬁ' questlon |re booklet. ;

" w6 questrons accorhpany thrs booklet. You-are asked to answer both questrohs
Please work on aQne question at a time, finishing it before sta.rtmg on the pext questron
(Th:s paragraph applrcable only to Type!'H, l, and J.-) - .

When flnrslpd with the task questions, pIehse’pIace this Ljst "of Activities booklet in the
accompanying mam(ﬂa énvelope. Be'sure you have also answered the Background Informa-
tion Sheet and the section foryour comments and suggestlons Seal the envelope, and turh
it |n aocordmg to drrectrons'grven you locally. :

THA@U FOR VOUR GOOPERATION.

.
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. : Cy e ' . ? STEP 15:
) . e - BOOKLET.
= N ) T - *  PREPARATIONS
* - ~ o \ - . -‘ i
v N . . . ¢ ! -
. L ' - Type of Response
. Task Question to Question, '
. . » . " ' A': - ' N
Type o TR / - *
Booklet for Worker Group 1 “ = 7" ¥ Occurrence (Q1) " " Checkmark ) )
Booklet for Warker Group 2 ~ " . Significance (@Q3) _  Circle Number .
l Type D . o T L.
v ’ - . . a. ) L .. v . M
Booklet for Workers _ "ol 'Occurrence (Q1) . Chieckmark -, -
Booklet for Supervisor Group 1 Occurrence £Q2) - v “Checkmark
_ Booklet for Supervisor Group 2 - . Circle Number
. & N ‘ N .l S " ' T .
T o TN L T s
T B i N ‘. %+ - ' «
Booklet for Workers’ *» Occurrgnce (Q1) \ Checkmark. .
Booklet for Supervisors . . Significance (Q4) Circle Number
° ’ . - , ‘ Y
Type F . LT . ' o ‘
LT . N , N . ~ - . v s \ «
B})klet for Workers - Significance (Q3) Circle Nu,mber T
ey e - R c. [ X P4 N ) .
Type G T v
Booklet for Workers ' Circle Number/
Booklet for Supervisots Checkmark .
/ .? " .- L '
Type H ~ ’ “ - .
L d
. Booklet for Worker Group 1 ~ Checkmark and
’ : ., Time Spent (Q5), Write Number ..
Booklet for Worker Group 2 . ... Slgn ficance {(Q3) . Cjrcle Number .
o . _' “ '_‘:\ ., . . - ~ ' *
‘Type [ ,ﬁ Ce %8 , ‘
_ Booklet for Workers  ° o N Occurfence (Q1) aAdd 'Checlgrriérk and ‘1
) ) . Time Spent (Q5) Write Number ’ .
Booklet for Supervjsors - . < .= Significance (Q4) Circle Number = % ..
: , : ' . ~ b
Typed -+ | e > .
Booklet for Workers ‘,' sOccurrence (Q1) and ~ Checkmarkand =~ . = .
- i _ - Time Spent (Q5) Write Number *
Later storing and referencing of quesirohnalres can be facilitated by using a different colored
stock for the cover of-booklets for each, drfferent occupatcon when ore than one,occupation is
@ be surveyed . . .- . a ~ SRS *
. g . . L . $ e = 3
* * * ' - N - -
. . , .
\ 57 . - .
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. . Coding oach rmestnsrmad'ei Ta rélate each completed quest:onnaue to the, type df respondent .
.0 - and emplpyyeﬁt situation mtenbed it is useful to stamp or write a unique co@ identifica oum- - -
- Ber on the outside of each T1Q bdoklet These numbers also should be recorded on the A@j
Works\'teets for further assurance that such background information can be5 ,ta&ed withf%

proper respondents. This nurpbering is-not intended to-personally. rdentlfy al r gndeﬁts
" butserve on)v 1o facrhtate data process and accounting for questlonnaures % each admrmsu"
wator. -t 4 o , % ’

® - .

e The suggested cbdmg system is one that will be compatible- wntb thedata caft keWpunchmg

- .$ystemrto be used in Step 17. It consists of a likely maximum 6t 10 dngtts (Table 2). Five digits
.; . m@/*suiﬂée for small one-time surveys .one card cglumn each Yor kind of. respond’eﬁl’ gesponse ~
v 9’ o‘1‘@0!!‘1;!;6mlmst?ator plus two columns for individuals when less than 100 are used per groud.

.
~ ? N 4 . P, )
.
) " a * 'Tabb 2 . ’ L4 ’ v - - N

e - . N - . N . AN » ..
R 10-Digit Identifying Code for TiQ Booklets

i . - L - T,

°

Gard Cohgﬁn(s)“ A .Row\D\'efinition for Colymn(s)
o w_;_—‘ o .\« re " -
1,2, 8( 3 " OccupationsArea, or Function Belng-Surveyed ' e
‘ ‘ (atlowi up to 999 surveys) -~ » -
& . > « < - .
P’ . . - . 4 . ' J .
Ut 4 s,  Type of Survey ondent LD . - .
o . Row 1 — Worker in the Occupatlon Area, o Functron
~ _ . . . Row 2 - Immedlate Supervnsor of Workers in Omupatlon
\ 5 - - ’ Respanse Group‘VJthm Responglent Type:
« ! ‘Row 1 —Grofip1 - - -, g
. . Row 2 - Group 2 .
> S ¢ (etc., allowing for up to puﬂ: groups)
S S %8, 7 &8 ‘ ' Individual Respondent {yielding a unique code for each booklet,
Ty, . » ;ggen uséd in conjunctiorf with first 5 digits; allowing up to
) respondents per occupation and _respondent type/group)
! 9 &10 . - Key~ Individual or Agency Adm/mster/ng the Questionnaire
7~ ) ‘ (allowing up to 99 ad‘mmlstrators per survey) ‘ T

N N B
. ¢ ex . . L
.

N ., P . . Y

’ \ This |dentrfy|pg meb Can be dlsplayed for ease of reading by use of hyphens Separa'tmg’the
. major columnar defmmons sWigh as: _ s
.0 . i - _ : v . ; ‘@ , ‘ . ‘ |
. ¢ 0081208112 ' " ‘
- Thrs would denote the fourth occupation surveyed, administered to person 81 in worker group 2 -
3. ~by individual or agency 12 e ‘
N

Elxcjfg'

Full Tt Provided by ERIC.




o - oL L ) . L STEP 18:
. . : Lo ACKNOWLEDGEMENTS

. - e o . .
. 4 1 - = . . 4
> . . ~
° 4 . M .

. A lu:ord §hould be kept of the places and persons to whoth comes of the Task Inventory- Ques- - o -
t!ondalre are sent. 1f mailed durectto workers, then their names and addresses should be recorded:

If distributed to local admmlstrators then there should be a record of which types of questlonhalre

and mtehded respondents were mcluded as yvell as the ldentlfymg numbers involved. ’

- _"

N Similarly, a rewrd should bé mamtamed of the questionnaires recelved from respondents or
admlmstratom Keeping these records together will make it easy-to detect delays in returns and to ,
" initiate follow-up efforts as may be suitable. At any tlme n,should be poss;ble to calculate the per- .
oentage of returns of completed questionnalres, « .o .

13

STEP 16: ACKNOWLEDGE COOPERATION OF ..
AGENClES AND PERSONNEL R : o

PR \ ’ D

Soon after the completlon of a survey admmlstratnon itis highly recomitiiended that 2ach par-
ticipating agency and individpatreceive a letter or other notice of apprec1atlon Local administra-
tors should do this with their employers and employeesn The survey sponsor or planner should do *
this with their key local administrators, and give recognition and credit in subsequent reports of the . __
survey data to the essential part, played by this cooperatmg network of admmls’trators ‘ ) ) '

4

ln addltlon a nufnber of employers définitely expect to receive at least some bnof summary of °
results for their participation. The approprlate content of such feedback reports will vary from sur- .-
vey to survey, but idealty should for s document the descriptive data and results of-analysés. -
Since such a report usually consumes ¢lite abit of time before it is ready for distributjon, - and may_
be costly, it usyally is best-to prepare a shomescnptlon of keyresults. This as quick reading,.

. and permits the partlcﬁpatmg employers 1o sense that their efforts were valuable and appreciated. . ~
By such means it is intended to ma,pntam the goodwill ef such employers, encouraging them) to be.
cooperative with any future survey n other.contacts, This feedback can also alert them t0.
. the avallabnllty of the subsequent repo of any previous surveys. v ) L

——
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g SUR Y DATA
, ‘ "- ' NICERRRAr 1A ol
- [ ' \
. - S,.\] ‘ / éf': o 4"‘11‘.,:‘ (,\ :
'DESIGN THE SURVEY . v A
T . . M . —~ N
: R " - - )
¢ ManData’, .
4 Analyses , : . -'—L
® Nestls . el - , R - ., . y
® Task Information =~ N . T -
® Informant . ’ N . ) -
Backgrounds - ,
® Data Summaries ,L
Steps 7, 8.'%, 10 Administer 'w )
. Questionnaires port the Data .
i o ;, ; o To'Participants
i S of . & Instructioh .': Fﬂ;wd
Design Question- ‘® Pyinting o T L
raires and Their ¢ Recog mnon) Step 21
. Administration | steps13.14,15;16 ' 1
A . - . L
® Format and + R ' ' e !
Sampling d
® Pretest - Coe - ‘
-- - - ’ A/ ! - -
Steps 11 and 12 ) ety ) .ot “ ' &
. - 3 N s,
? ' ’ f / .
‘ .2 /

. The procedural steps in Actmty F'involve the pr ing of survey data, UpSh; réceipt of the °
completed YTask Inventory Questionnaires that wére administered by the efforts.in the preceding
Activity E.- Four possible steps are deecnbed here, though ‘specific elements of ﬂwse steps are de- _

pendent upon the pamcular plans devised in the earlier Activity D: o AN
’ Step 17 Prepare Questlonnaure Responses for Processmd' ’ .
’ Step 18: Cluster Workers lntoJobTypes - T !
r ) ‘ o
» Step 19: Compute Summafy Descriptive Data Te LT
. S Ie S R ) PR L -
’ Step 20: Perform Analys&f the Survey Data *owadroel :1""3 e
;-z/ 26 h‘w s Tes Blwr
~ 'STEP 17: PREPARE QUESTIONNAIRE T!E’SPQNSES
FOR PROCESSING e o e

Aud!t of oaeh booklet. ﬁhen questuonoanre booklets are, recetved they: d'oukl bncannaﬂ for
completeness and for comphance with-the directions prior to keypunching. Thase evidencing major

’ ~ - -., ‘ . ¢
- 1




. specific question for which respanses are to be keypunched, and Column 13 is'used to

, . I B R ‘ ¥ g
obvious failures of respondents to follow the gwstjbnnaire directions should be rejectéd from fur-
ther use in the sirvey. Rejections may be based on such evidence as: ;|

1. nglyi inconsistent and in_complete;respoﬁse;s. , -~

2. Supervisor apparently rating his own job as supervisor, not the performance of warkers
. in the occupation. . . .
) - . ) - N
’ 3. Inappropriate respondent, as when background sheet notes an alternate job title and this

is Substantiated by the overall pattern of-task responses. (Job title should not be the sole

» basis for rejection, since many i_ncons"stehci.es exist for titjes in practice.) — - .
@B, Task responses within a questionnaire 'f‘ail»% show item disctimination, such as when 4

- _every task is checked on Question 1 or 2, of alt are rated at the same scale level on
Questions 3,4, or 5. - S

.« ,
- R S
. e, i

5. Use of a great many multiple responses per task j)p Questions 3, 4, or 5 (multiple re- .
sppnses are not ugable by t4€ computer routine). ‘ n

6. Identical response patterns from.afl workers in one participating shop or office.

7. No.tasks rated.after the first few pages of a booklet, indicating the respondept cho® not
" to complete-the questionnaire. . . - ]

-

.. Questionnaires§ rejécted should be noted and recorded, along with the reasons for their rejection.
Examination of these may provide clues to improvemertts n in future surveys.

Usually the item resporises can be keypunched directly frgm the questionnaire booklets. For - - .

efficient and accurate keypunching, keypunch operators should not be requiréd to edit or interpret
the data. Consequently, scaniing for completeness should also include the clarification of illegible .
responses. Legibly marking correct item responses with a red pencil will help the keypunch opera-
tor, without destroying the original marking if later somebne wants to ube it. S

. Data coding for keypuriching. Instructions for the coding of responses are provided in Volume
5, withonly a brief summary of salient features given here.. Using¢the respondent identifying num-
ber as the first 10 digits of each card prepared for a questionnaire, Columns 11 and 12 ilptifyype-

. card number for that question. The double digit capacity is used for question numbers s
ditional questions may be accommodated. ’

N 17
[ ] o

-~ — The balance of the card columns are used sequentially to record task responses. These should

* start on Card 01. Respondent background and reactions should be placed on g separate card, start-

ing with the identifier code. This card may also accommbodate the record of equipment itemg the
individual checked as used or operated. L : e
information from the Agency Worksheet may be included with respondent background data.
To permit the size and type of city in which each respondent is employed to be coded, it will be -
necessary 1o use an atlas to check location and population. “The proper code should then be written
in red pencil-directly on the background sheet. Keypunch operators can be instructed on which
card column to locate this ggde. Suggested categoties of city characteristics and their coding are:

, » %y ‘ T N
14
v
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.- :. .‘ for clustering. No recommendation is made at this time between use of Questions 3 ¢r 5.

—_—
. . STEP 18
. . -, JOB CLUSTE
.

1 Major metropolitan area, including satellite suburbs . .

2 Moderate-sized city near larger popul'atio: center

3 > Moderate-sized city, but somewhat remote from,,_ major population centers

/ i)
L e : - e Ty

4 Smalltown b . e
5 Rural or isolatkd work site

Othqr categories can be devised to fit the needs ofa ;Sartlcular study and its intended scope of in-
terest. If this js done; coding instructions other than those provided in Wolume 5 wnll negd to be
e " established for keypunching. - . -

R&rd of written comments. The background, answers to sdme tasks, and reaction pages of
. each booklet, as well as the Agency Worksheet and any accompanying notes, are sources of written
4 .information that cannot readily be placed on data processing cards. These sources include (a) back-
ground descriptors that are not part of a standardized list, (b) new task statements, {c) comments
and suggestions of respondents, and (d) cautions and comments of local administrators. Generally,
. the simplest®approach to recording and organizing these verbal, statements is to type them out, using &
- a separate sheet fér edch class of information. Associated with each statement should be a short ver- )
sion of the identifying number. The individual number (dlglts 6, 7, and 8) and the agency number
_ (digits 9 and 10) can be omitted., Thus, each comfhent will essentially be related only to the kind
of respondent and the particular group of respondents within that eewgory, if any. {f-more than "
. .. One occupation was surveyed, then the comments of workers and supervisors should be grouped by
#  the pertinent occupaf‘ton An outhne for this clerical recording of verbal statements is presented m'
‘ Figure 22, .

” ' 3
- ’

There is no.need to record a rating given to a new task added to the hst Since few respondents
ever add |dent|w| tasks, these ratings are of very uncertain value. Itis bettér to save these tasks for
potential inclusion in a subsequent resurvey of the occupation. These additions, or anyguggested -
modifications to listed tasks, can be edited and cited in the formal report of the survey (Step 21).

- Where a task list was divided into two separate sections to reduce completion time requirements,. (f\
statements added on one section should be compared with the other section to ehmmate tasks al-
ready Ilsted and surveyed v

3

STEP 18: CLUSTER WORKERS INTO JOB TYPES

. * In those studies where it is desired to identify different types of jobs existing within HgVTOfk
Y area surveyed, Step 18 is performed prior to any summarizations or other analyses of the task data.
This clustering is based upon some selected‘commonality of task performance. Responses can be
used from Questions 1, 3, or 5. However, Question 2 is recommended cves Question 1 as the basis

. .
. As previously noted # the Step T1 discussion of selecting rés%dndents, different statistical tech-
. mques have varying practical capacities for the number. of respondenti that canh be used in any one*
~application of the technique. In some studies, particularly when using factor analysis as the “’cluster-
ing’’ techniique, it may be reasonable to-divide the respondents randomly into subsets that are within

X e
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| . the size limitations, and cluster each subset separately. Clusters (factors) of the major job types are
irkeiy to appear in each of the respondent subsets. . ~

—

This section of Volumex3 does not presume to specify one particular procedure for clustering.

- It Will, instead, nate several of the methodological issues and suggest several reference sources that
should be read before proceding with any attempt to apply a cluster analysis. [t is recommended
that a statistical specialist be consulted to fit this step to the needsof a particular survey study. The

.+ guidelines which follow rely heavily upox issues.noted in an article by Fred Borgen and David Weiss
- - (1971). They are intended to outline Z:Sj the matters that should.be undérstood and resolved
b‘efore applying a cluster analysis procgdure to the task data of a specific survey of an occupational
afea. '

There seem to be three major areas of concern: - - o

: 1—"Naturegof the questionnaire data for each task. , . -

rd

—_—
- 2. Measures of similarity between the task responses of any two workers; -

3. Type of clustering anaIys|s to be applied to.the measures of snmilarity between each pair \
of workers in the survey.

t - . . .
~

S ANature of the questionnaire data. Three kinds of data are possible: dichotomous responses
- fromrQuestion 1, scaled ratings fram Question 3, and percentage measures from Question 5. (The
process for converting Question 5 ratings to ““percent of time” values is presented later in this Step °
.18 discussmn ) .

. R Additionally, the scaled ratings of Question 3 may be transformed from the raw rating toa
.~ . standard score before applying measures of interworker similarity, It is argued by some that such
“transformation of raw scores is necessary, to eliminate the effect.of differential means and_ variances
of individual raters. Any such transformation will influence the cluster results. ’ \
Measures of similarity. .Any of a wide assortment of measures of response simil'arity are avail-

able, though some clustering techniques are litrlited to a particular kind of measure.” Some of the

possible measures of the similarlty {of responses to a scaled task question) between a paif of workers

,  are \
Zd ®- the sum across all tasks of the scale differencés of the raw ratings given‘bv)each—
* worker. .
T 7 £d2 @ the sum across all tasks of the sqrmred scale differences of the raw ratings given
: “ by each worker: ) . s

3
»

" ZXY ® the sum across all tasks of 1 tb cross pror#cts of the raw ratmgs grven by each
workefs .

fxy ® product-moment correIation between ‘the Jwo sets of ratings of a pair of véorkers
R measuring the extent that variations in one set of ratings match the other set.
T ‘® tetrachonc correlation between two sets of ratings, used when scaled ratings are
" SRR -~ - artifictally reduced to two categories, or dichotomous (as may be necessary when
the distribution of responses on a scale are highly skewed). Also appropriate for /
. relating responses on Question 1. »

. A
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~  about profile elevgtion and scatter. Similarity measures which retain all profile [ -
- b .

P
-l _

-

4

. seatter, and shape) better than others. Borgen and Weiss (1971) indicate that, ik examining similar-

- workers indicate the percentage of group time spent on each task, with the sum of these also equaling

" the relationships among the clusters or job types (Johnson, 1867). ) .

o
he

o

N

. ’ o o— = . '—"‘\
Some measures of similari& preserve the component characteristics of profile data (elevation, - ‘
ity measures in terms of how much each preserves these characteristics, Cronbach and Gleser (1953).

ooncluge/d_ that correlation measures, with the exception of intraclass correlation,
. -are generally inferior to distance ldifference) measures since they lose informatign

B

components i m of the raw cross products and the squared distance’ L N
(difference) measures (p. 585). : oo .t ' )\\\

Bbrgen and Weiss caution that - o -
- It is clear that each of the alternative profile similarity measures tends to have ; = j - Wi
special attributes. An investigator should consider the unique conditions and” o \' i
objectives of his study and choose a similarity measure accordingly (Q' 585): .

- Question 5 ratings (Relative Ttfne Spent) by each worker are to be converted to percentages

‘of total wok time spént on each task (Percent of Time Spent) before computing a measure of simi-
larity between two workers. This percentage for each task is calculated by adding all of the Relative
Time Spent ratings, dividing each task rating by the total of all ratings, and muitiplying the quotient
by 100. This yields the percentage of work time spent on each task by each worker, in the survey. /7
Tasks not receiving a rating are considered to be rated as "“0”. The sum of all task percentage values R
equals 100% for each person. 4n a like manner, the"average Percent of Time values for any group of .

1m% (A'rc'her, 1%; Christal, 19?4)- 'L . . PR 2 ;? 5 2% g e A ., =

v o4

Similarity between two workers on Question 5 can be expressed by:

®  percentage of common tasks performed. . . . s
' - ’ bt . * - -~ L
& total overlapping percentage of time spent on tagks (the preferred option in most cluster-
ing studies). | , > %
¢ e \ - . . ' .
Types of clustering andlysis techniques. “Thereare available both ‘‘cluster analysis’ and “factor
analysis” methods by which job types represented within a survey may be derived. All methods be-

gin with a matrix of similarity measures between all possipfe pairs of questionnaire respendents.

. - % , .
For identifying job types it is usuallygilequate to ap@ly techniques yielding “onhierarchical’ -
solutions; that is, simply identifying the discrete homogeneous subgroups.of workers (those whose  ~
task performance is more similar within the subgroup than with workers in any other sgbgroup).
The tasks and background of workers within a desired subgroup define the nature of that job type.
If. these subgroups are then clustered, it is possible to group them, into “‘sugerclusters” or higher or-
der groupings of workers. This is termed a "hierarchical” solution, useful when there is interest in

Examples of the more tested and readily ayailable methods are: . '
. . . i ’ )
O] Transposed Factor Analysis A X ‘ o
* + v .e 4 R * , 1] 'Y i
“ This is a special.application of factor analysis variously k'novgn as inverse factor analysis,
Q technique, or ‘trzmsposed factor analysis. It idantifies clusters of raters (workers) rather

-

¢
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‘. - ) ' - . ' STEP 18
.. .- . JOB CLUSTER

’

than clusters of rtems rated (tasks) as is conventlon’al in most factor analysis studies. Th|s
is done by starting with measures of similarity between pairs of raters across all tasks in-
stead of between pairggf tasks across all raters. Computer programs for factor analysis
are widely available aing uniyersity computer centers. Any of a variety of similarity
measures cah be used, though correfations are most typicél.

- -

(] CODAP’s GROUP Program . <

. P s N . ! R j Y ’ R .
L ' This program package within the CODAP system of the U.S. Air Force is a clustering pro-

- . cedure that uses an iterative grouping technique called “collapsing the matrix.” It involves®

. repeated searching for those mdlvrduals or partially formed clusters which have the highest
remaining similarity. A prinfodt is produced of the tasks performed by individuals.in each

f. cluster. A companion program package can be used to determine the characteristics and .
Iocatlons of individuals working in each job type or cluster Simitarity measures must be
in the form of percentages

) Ward's Hierarchioel Grouping Analysis . *
5 . .

Applicable to many different kinds of srmllarlty measures, Joe Ward s {1 963) method
forms hierarchical clustegs having minimum within-group variation and maximum between-
group variation at each successive stage of-the grouping process. Though capable of hier-
archical solution, it can‘also determine a fixed set of clusters, the appropriate number of
clusters being selected with the help of an.index of error at each grouping stage. Itis also
called the MAXOF Clustering Model from the concept of MAXimizing an Objective Funo”
tion. Veldman (1967, Chapter 12) discusses the method and presents a FORTRAN pro-

- -~ - gram-and sample output. Ward also reports a general purpose grouping routing, idenjjfied

/" as Group 4 of the P‘ERSUB Subroutine System (Ward, Buchhotn, &-Hall, 1967, Ward

N

fHaII & Buchhorn, 1967) ) ;o T,
- 1 LY PR . a N
O Tryon s Methods for CIustefAna/ys:s . | a
- {
. A sequence of increasingly more advanced clustering approaches were developed by

Robert Tryon (Fruchter, 1954 Tryon, 1959, 1967; Tryagn & Bailey, 1970). The approach
described in Fruchter involved some judgmental decisions. The 1959 report of the Cumu-
lative Commonality Cluster"Analysis sought to develop wholly statistical criteria to replace

" such judgments. Earlier methods were Eonstructed for manuaI analysis; later methots were
adapted or constructed for computer application.

Cluster analysns provndes discretd, categorscal pIacement of workers into one particular grouping -
of persons doing similar tasks. Facto analysis, on the other hand, weights the extent to which each *,
worker’s task performance is related to‘each of.the derived groupings. If a'worker-has a high factor
loading in ‘onjy one grouping, there is no difficulty in knowing to which grouping he belongs. How-
ever, more typically a worker will} a sizable loading in mere thari one grouping, indicating that
worker's task performance is sidlilar to dwo or more,of the groupings. This makes it difficult orim- |
possibie to assign each survey respondent Yo one partno‘lar job type, though it is still reasonable to
interpret and describe each grouping or job type. . :

[T
\

To prov;de a more thorough understandlng of cluStenng techniques; the reader is particularly
enhcouraged to reference Borgen and Weiss (1971) Tryon and Ba|ley (1970), Veldman (1967) Welssm
(1976) and Yshort (n d.). -

. +
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. sults"{Step 21) without retyping the data summaries: *

\ . ——

«

lnmmﬁbn of clusters. Ideally, there should be a clear, explicit, and intuitively ac.c‘urate de-,
_ seription of the job type expressed by each cluster or grouping. The clusters shoutd be meaningfu!
.~ " grdupings of workers doing comparable assignments. .-

. ’ .
= “Fo provide such interprétations, obtain the job titlg, experience, industry location, equipment

*~ " used, and other available background information for workers in each cluster (or loading high on a

factor). Also, examine thé distirtguishing high-versus-low significant tasks (Question 3 or 4) for
workers in each cluster. Patterns of backgrounds and tasks should become apparent.” These patterns
convey the nature of work done, and by whom, that characterize a cluster. From such a pattern,
-and its differenqes from patterns of other clusters, it should be reasonable to generate a label that
effectively names the job types. . )
by .

J ¢ . ., o
. Mg
“

. .8 4

e,

STEP 19: COMPUTE SUMMARY DESCRIPTIVE DATA

4

~— - A

o This step assumes that specific occupations have been identified, either by selection (Step 1),

~ by respondent ba;:kgfound"(Step 9), or by analysis of worker cldsters (Step 18). Th&h, for workers
vyithin'a particular occupation, responses t® each task are summarized to reflect that group’s descrip-

. tion of their work. Similarly, ratings focused on such workers by supervisors are to be summarized

- \eparately te reflect as a group their view of expected job performance.

‘ As noted earlier in the design stage (Step 10), these response summaries for each task can ke
' the form of average ratings, measures of dispersion of those ratings, freqliency distributions, and/of .
- percentages of various types of responses. Computers are ideal for computing these-summaries, al- ¢

- <~ fowing at the same time for comparisons to be made between the task summaries of different kinds

" of res ents. . . _
xi popdents. ,

s~ s ¥

- Volume 5 providesone computer program for summarizing task data and displaying the results
asnoted in Tableg 1 and 2. But a variety of other computer packages now exist for doing comparable
data processing. SOUPAC program developed recently st the University of lllinois (1974) and
widely distribiited, has this capacity (using the MATR1X and TRANSFORMATIONS routines to set
up the data, the STANDARD SCORES routine for means and standard deviations, and thg CORRE-
LATION routine for measures of relationship between responses by any two groups of respondents).
And, a recent announcement {Knox, 1976) by the U.S. Department of Commerce’s Natlonal Tech-
nical Information Service (NTIS) indicatesstheir new CENTS-AID 11 program package is an efficient
process available for purchase. Incidentally, rhost sms can also produce printouts on plafh rather
than lined paper. This featyre provides camera-ready copy for use in printing reports of survey re-

Rl
Y

o In adqition"to the descriptive task data, several other computationé_g:an be made to characterize
the survey population and their response to the'survey: - o

t

® Frequency distribution of responses on standardized caierrfes for each backgro{nd .
question, effectively tajlyiﬂi'fﬁ'é use of each category of response. . - ~
* '. . I ~ . — R ..
®. Summarization of ratings on gach reaction statement, to note relative perceived merits
of different aspects of the questionnaire associated. with a-particular occupltion.

-". *®. Average number of tasks cited’as som¢ part bf the job by wbrkers, and by supervisors. . ’

LY

‘ .
-
~ » . -~
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o' i . - ¢ [ N .‘ . DATA ANALYSES
‘ ' . : h T b . \\. T e . B
B .o Distribution of responses to each scale category 2 Qubstlons 3,4, ang 5 as mped -
. 7 overall tasks ‘and aII respondents in a particular group ot S, ( .
’ o7 These additional descriptive result$ can be reported along wnh the formal d.ocumentatson of\ :
- task data summarign(Step 21) -, . S VN
% L . N . »
. <\, ., ] . I - . X )
v ) S S
o STEP 20: ER FQRM ANALYSES OF THE .
7. SURVEY DATA, S . .
. ) . N : 6 T e
After group summary data'are avauable LStep 19}, a number of different analyses canbeper- - - '
) ' formed o that data“Some are‘appropriately applied to a single®®ccupation, others are appropriate s
v « when more than one occupajlon was surveyed.- Figur notes.a number of useful kinds of anal- q
yses ‘using respondent background and task relevancy , These are differentiated in the figure v =
v as to whether they are applicable to single or muItlpIe surveys Each is dlscussed separately below. -
. Interrater reliability. Scaled guestlons such as Questions 3, 4, and 5 can be analyzed t _ : .
‘ . sure the extent to which thesraters W|th|n a grou_p provided rellable _responses on t?}%g:ee?zm . ,
R Interra%er relrabmty fbr‘each question may be calculatgg by an analysns of varfance p ure .
S {Winer, 1971 pp 28% 296) which yields a méasu\'e of the'degree of agree‘ment WIthm agroup “of >
c raters. This measure can also be ad;usted for differences in gach rater’s frame pf reference (mean . ' )
i ratmg of mdlvrdual as’ compared to mean rating for composite of all ‘raterd). This adjustmefit pro- _
. duces‘a reliability measure free of any source of vanance due to ifthvidual differences in such 4
: frames o’heference o ‘ S , Lo
| “ - ; ' ‘ i i
- Many thlverslty computer systems haye- emstlng program»s for this anaIysns ,( . i
. “ ) |
, - o C - ) |
) . ) /\1’ ‘ % -~ '
' ’ ot~ - FOR ASlNGLE OCCUPA“%' £, .
2:) ) . * Interrmr Rellabvllty ’ " .- - ’ .
' . Rol&tronshlps Beftween.Task Questlohr‘\ - . T ‘ . s
o1 b Task Perforrnance by One Particular Subgrohp of Workers . o : .‘ .
. ¢ “Subgroup Cohpmsons ’ » . R T :
= . T /
- - - Based on Different Backgrounds of R;ponﬂerm ' Lo )
: -t L : /Qrﬁerences Betwesn Worler and Supemsor Responses & ;9: .
. . \ " ® . Agsessment of Task Rel’ewmcy to an Docupatlon A X ’ "l B
r’ e Composite Job Desqqn v ‘ .
- . . . R 5 : ‘ -~ ‘ . t -
, \ ~F . f '\ FOR COMPARISONS BETWEEN OCCUPATIONS, s L
- IR : . o
. L. Background Btﬂerences e . 3
’ DS . . e, . . ¥
o >+ e OvedspofTasks AR, : : L
e I W ... Key Dmtm:trons Between Qccupathns Sy e . . A
A, 4. .‘ 4@ - e, ' c
- - N - L" - ] . , R R e . 3 . -
S s " Figure 23, Possible analyses using background and relevancy data . o |
I / ’ ) # ' ° ‘ - - ‘ ' P’
! a . : " 69 , ; 1
1N - R g ‘ - - § J
. , . ,8 C" . M
. v . .
T A iy :




-

'K

-2

<

v

’

Relatign)hips begyeen task quest?c‘;ns\ The,rel
he measureflby computing the correlation between
ionbl computations can be handled routinely by:
mpdneit.of a number of wide/ly available progra

ationy
& ective arrays of summary responses.
st any university computer center, and
mpackages. < Y

‘ . . a
_ Task performance by one particutar subgroup of wiyrkers: With a sufficiently high number‘of
respondents tad/Yield stable subgroups of worker t me ihteresting and useful descriptions of
tagk performance can be prepared for a particular eg:fted subgroup. For example, one might-wish

. t@ adescriptiogpf the tasks most performed by workers in a given part of the country whg op-
eRite'a particular type of equipment, and who have been on thejob for two years or less. A d

_tion I_ikae ‘this can be prepaFed for any group of workers ag long as they can be defined in terms'o

informatsenin the baquround section 'of the questionnaire. - , r =

y .
'_. . e » . '
number of respondents, tomparisons between subgroups of gespondents with regard to task occur-
srence or-significance.c‘an-prgvide interesting clues for training or manpower requirements. A com-
garison of tasks performed by experienced workers with those performed by newcomers to a job
vide useful insigr;ts about the needed content of multilevel training programs. '

4 ~ PO 3 -

. ion of task occurrence ot significance in terrgd of the primary kindg‘ trairing ini-
tially RReeived, (Figure ﬁ} can also-be determined. Thus, 1t might be desired to determine 1f persons
trained pn the job\tended to gerform differént tasks than persons who received:more farmal train-

een two different task questions can -

@

# °_ Subgroujr comparisons based on different backgrounds of respondents. Again-with a sufficient

e

T

. ing. If §pere weré b definitefdtference, pos'sible/chande‘s might be considered in the content-of train-.

* ing, eithd( on the j&b or in"formal school progeams. : d ‘
- : . K} ' a +

-

s fdirect domparison of subgroups is possible unless specific items®f background informatjon are ob-
tained in the survey. It is for this reason that importance is attached to preplanning in Steps 9 and -

SR : ] - ] .

&
- . ‘

-

" As the réader, will recognizdig variety of such analyses are possible, d nding on the background
nd the number of-survey respondents available having each type of‘pac ground. However, no .

. . . ; . » ’
. Differences betweep worker and supetvisor responses. As previ%npte_d in Table 1 {Step10),

. itis possible to compute and display the difference between the avera sk rese‘onse's of workers’
‘and’ supervgsors. The $ame.would be possible for Question:s 3and 4, except none of the questian-_ -
. ™ nairg types (Figure 2} administer the’se two questions simultaneously. , TN i

&

3

s . t. . - .
* When there is a large discrdancy between worker and supervisor respon&:,n Questipns lﬁa‘nd _

2, this suggests where there may be real differences in perceptions and expettat{ons. Differences .
should*be relgtively large, generally of an order of 20% or more (such as when 25% of the wprke;s
check the task as done, but 50% of the supervisors expect workers to}io/it).\ . -t
‘. ! - I 4 = : » '
Such différences warrqgt further examination to establish the reason.for each devistion and,its
. meanirigfulness for the purposes of the survey. Questions 3 and,4 answered by different befsons
than responded to Questionq'l and 2, can be used to provide some interpretation wherearge oc-
currence differences exist for a task. For instance, the discrepancy may be on.a task of only smalt-
to-moderate sigmificancé’ The task statement itself should be examined for clues to hee’nature or
cause of any differences between group responses. Very few major differences are to be expected

d a

ness. Additional informa#fon to aid in these interpretations is p\‘ided when the task questioﬂg 7
- of Volume 4 are add

, tained.in Volume 4. . 4 _ . A
: . - ~
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%o the Task Inventory Questionnaire. Discussion of these in\stancgs is con: :
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.
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@
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4n a survey of workers and supervisors, when task questions are. asket at a broad level of job aware- ™
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) . . . ‘ ' STEP 20:
. . S et DATA ANALYSES
As ‘ . S

onOuestron 1. Apparently workers tend to use scale levels of 1, 2, and even 3 on Questron 3 to an-
*ticipate ‘tasks they might be cajled upon.to perf”orm Lt

* N -
. —~ f

w0 include them if.there is any doubt of their felevancy, and subsequently to use survey data to mea-
sure the extent to,which eachYask i ‘relevant. Jt can then be antrcrpated that some of the tasks will

. -be determined not to be relevaritto e occupation stlveyed and. some will be only penpherally .
C relevant, with only a few workers q,omg and expected to do such tasks. - -

Asassment of task relevancy to an oc_cl?ailon The procedure in Volurhe 2 for listing tasks is

For determmmg the minimum pomt at whlch a'task can be ruled as reIevant to the occupatron
* consiger only those tasks which are marked as performed or part of the job by more persons than

\ mrght be expected to ‘mark in error. »Q)out 10% of the' responses to a task can be considered withi
that foargin of marking error.

‘ ~ ) L
mneral ruIe for using survey data in estabhshmg a taskK's relevance to an occupatron is sug-
gestéd ast ", = SR vy .
74-% -7 Lk Ae 0 ' g,s . T I . s;lfs . . ®
. < R : . v , T N . ’,
’ Reject a task as berng defﬂartely not relevant when Iessthan 10% of the <
. . worker§ indicated op Question 1 that they.performed it and less than
) : 15% of the' supervisors indieated on Questron 2 that such workers should &
. perform the task. . ,
‘ N R e / . . -~ . Jw
. - ~— - - . .
The value?for this rulé whrch uses questlons from sU«ey Types B and D (Step 8) can be drsﬁlayed ’
. as follows: . , ,

. ~
-

/‘- Question 1 ’< 10.0% (an'd) Question 2'< 15.0% ' S ,
. I " .. . ’ )

- The hlgher supervcsor percentage accommodates,a tendency, for supervisors te ratea greater number
of tasks as part of the job; since they are: ﬁdglng a group of workers, rather than the assrgnment of

one indigidual worker .« " - )
A Ri)nably comparable rule valués for the other survey types {per Step 8), using summary de-

'&;rrptwedata for eagh t}sk {as determmed in Step10) area§follows - N\ @ e
Sk &3 et <L
. »Ouestlon1<10.0% T (and)‘ , Question 3 Mean < 0.7 PR .
e LT T e e L
. " ot - g L4 .

> Que;'tion 1<100% ~  (and) Question 4 Mean <0.75 . o 'r=

.4, . ‘ “ ' ) - . s .
JypeA oo S - ) DR

. .
- . .

’ Questron 3 Mean {075 (and)¥ . Question2<15.0% - S
~ ¢/, . »* it . - . ) :




L Values assigned to each rule are somewhata'rbjtrary The values sugggsted here have b¥n found -

* were based on length of experience and ‘job title, differentiating between effectively distinct job types

AH6NS appropriate to that oc<:upat|onal area: S S - v
v - e e - Programmirlg Areas \ : .
: ' . =" Business/ Seientific & ~ Systems -
Job Levels - Commercial . Engineering ©  (Saftware)  «
Junior or Entry—Levé'I ) ;\ .
- . - . ~ ’
Progammer e ) o WV - L% o
Senior Prog'ammer A , i 1
- . ] ; - — AN~ 0 .n- T ) “ .
» [ v ’ ’*”. \A J
-, 72 . ) A . hd
® - ' P? o ! < *

. o - * .- cw }}‘ PR

.t : TN

. These rule values can be applled qulte readtl! hy hand when oomputer 'pnntbut tables such as
those shown in Tables A-2 and A- 3 of Volume 5 are prepared. TFhe® tables summarizé the task re-
sponses to Questions 1 and 2 (Ocourrence) by 10% i tervals of the percent performing or desiring
performance of each task. Volume 4, specifi computer routines are cited, along with routi
for other rules used in selecting for training the rmre crltlcal tasks of an occupatlon,

«10 be meamngful and effectl\&j‘m: Qccugauons mWhlcha typical worker currently performs about
* one-third to one-haJf ¢f the tasks whiochare relevant to that ‘'occupation. Th|s seéms to be a smﬁt
common to many occupations. ‘. i X - R i i -

.
% v L.

There are excepuans(boﬁl/er Some occupat\)ns can be highly: prescrlbed such that nearly
‘alt workers perform a high proportion of the same tasks. Thiscan occur, for example within a
single large emplaying firm where workers are.bound by a set of’ directives t;letamngwhat ‘work isto .
be done by those employees (such as safety inspectors, guards, bookkeepers). - - RICHER =

- .
o’ -

Ad|ﬁmu|ty arises when one large part of 4 job is fixed by directives, but the remami'ng portlcm .

is flexible to vary from one work situation to another. This'can happen, forinstance, in, I'eadevs g) “a

jobs.which also involve tRhmcaI operation of compJex e&ulpment The technital ﬁperatlon por lon )

of thetask list may be.sepdrated from the teadership portions, with.different rule values, then ap- | A
plied ta each portian. ~ThpQ‘<(Nem|ng consideration is that the result-of the rule apphcatldns shoufd .

make good sense to persons nowledgeable about that occupation. A few such individuals should ] be « 7
askedto seview the tasks tuléd relwant and;nonrelevant, and express, their views On ‘ahy speclflc tasks v

wh|ch appear to be mappropnately *classified. "* . . c .o

9 M ]

o~

Composlte,job descriptions. Given a- determ::etgbf which of the tasks'listed,in aTaskinven- . ° W
tory-Questionnaire are relevant:to some degreg, t n be listed separately fag the particydar occu-  °
- pation.. A useful system isto fist them in rank ocder within each duty category, based on the responses
to Question 1 or Question 3. Associated with each taskestatement can be cited the summary descrip-*
‘tlveJdata from edch of the questions used. .This yields an.overview of the-eccupation which can be
quickly scanried for information on tasks of hlgh rele'vance F|gqre 24 |I1ustrates in abbrewated form
what such a job description m|ght look ||ke . ~
" . When several occupations within an area: sn!eyed , separate listings of relévaht tasks for
each occupation should be prepared. A good e of this is outlined fn a study by Berger (1974)
in his survey of tasks performed by computer programmers {n that instance there were three pro- »
gramming areas which defined different programming occupations. Addmonally, three career’levels

.
~

A ¥

within each programming area.* Berger presented d schematic representation of the sets of job descnp-




s ¥ oeE o ors, Extant Task Is Port
Y ¢ - the Position (Question 3}
- * Wodurl Pcreom Suporvhon Parcent * N Percent Rating It
, * ‘Performing Expecting Mom‘qeo tn at Least a Subetan-
_° . . " TASKS OF AUTOWTNE "ECNANI“ (Qup_tion 1} {Question 2) -~ tisl Part of Job
* 1DUTYC: ENGINE OVERHAUL ACTIVITIES Yo :
1177 Adijust vaives. 92% 100% - 43" 86%
’ I 155.  Repair or seryice crankcase ventulimon system: - 92% - . © 99% LE g 65%
: ~ 160. Bun compression test. . ’ . 92%ﬂ 100% » 53 ° 85%
. ' 132. " Perform operational inspection of pdsitive crankchse ‘ i .o :
- - N ventilation system. 920% . s 97% v 44 ‘ 70%
. +140. Replace grgine, maunts. 0% ¥ 99%. , 45 . ;?&
120.  Diagnose valve train and head mal?unctuons 88% 98% 45 o B .
a1 125. Inspect exhaust systems o , 88% 190% 5.0 o 86% »
~ Y - . » " .
. . - " e . )
~ . - . . \ ' -Lon . .
. 154, ‘Replace vafve seats . - ."38% - 46% R E ] »%
! 129. yvalVe guides for special seals. . 5% : © - 55% , * 18 . ' 21%
- ‘ ’ . +135. Rebuild rocker boxes. 4 e s R% coh 3% T4y 18%
i © ' 134, Rebuild.cam followers, B e, % v18% .. S 30% < .09 12%
: 161, Weid syl holes and cmfza In blocks. . 18% " 20% 04 3%
. . -, -, . v~ _
L ¢ - IEUTY D- MAINTAINING AND REPAIRING POWER TRAINS- g / . ;
e . 4 - The——
) L 162. | Adjust external shift linkage on manual transmissions.  93% . - 99% AD 2% -
: . ‘\\ 163.  Adjust mechanical-type.clatch. s "93%
" . 169. . Lubricate speedométer cable, drive gear, and hou&mg 92% "
L w ! - . o T \
N .y ) . - LS ‘.
. . - * v ‘ S . :
) 174.  Rebuild ovérdrive urit ‘ 37% © 7
. 165, Balance d.ve ‘shaft (incar).. ©27%»
PR / k 193: -Stranghxen rear housing to correct exoesswe tire wear 12%,
Y + Bt — T . ~ . e ‘. ) “'“1. . : -
- . . '.. . v’»—ﬁ_y- T ,‘0 - :‘\ Y .", » ,. ' .
s L . e N . . . % 4 \ . ’ "
1 . v ‘. ’ \' M s v o e - . ‘ vy 7
‘e . # : i - T - .
e, ! anure 24, Abbmnated example of a,|ob descnptton o . . "
— ' t ° [ 4 Pl 4
- . . . of tasks for an occupatlon .. .. - .
ARy 3 ; . s . v, : . .
Y . . - LS ) - [} . . * . 4 . .
- ’ - ' 4 o, ' PP 4
. .. [ - . ’ -« 1 . ' . " ' 7 ‘i
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B Each of tite nine resuiting job descriptions separately summarized an ﬁ'a:upatlon or job type. Some
ly

tasks appeared in several or all nine descrlpt|ons others occurred it ofily one or twp of/them as

tasks judged not relevant to-an occupation were omitted from that particular listing.» \_, 2’
-, Berger (1974) atso def'ir?éd five different types of.job descriptiOns: ' ‘
l 1 . . . . . \: . A.
. 1. Universal. :f ] . . 1
' 2.  \deal. ~ o .
. ’ 3. AsPracticed. - b e
T 4. Specific Focus: -« . .
- 5. Organizational. : . : .
v

. Each of these types may be of espegial utility for various purposes of work management, career
counseling, training curriculum content, establlshment &f professional or craft membership stan:
dards, -evaluation of worker performance, or employment selection. In the context of Volumb
\these five types of jo‘d iptions would be defined as follows ’ ’

v T UNIVERSALJOB DESCRWTION: ,Composlte of tasks jud ed as relevant to an occupa-
<. . tion by both workers dnd supervnsors such -as determmed by relevancy rules noted
o " earlier. _ . ,
.y . L]
. ) , - / -.»
i .1 IDEALZ JOB LS AlON Comprlsed of, tasks judged as reievant by only the super-

vnsors "»H - oMo 2 and/of Question 4, .

. ‘e £ B . % *

[ ASPRACTICED JoB DESCRIPTION Comprlsed of tasks judged as relevant by onIy the
/ workers, usnng Question, 1 and/or Questlon 3.

. ]

@ SPE FIC FOC'US JQQ‘DESCRIPTION Slmllar to the As-Practiced description, but

. focu ing on task performance of a subgroup of workers. Selectmg some element of back--

T ] ground informatign (such as length of experience, type of training received, type of main

. /o *. equipment operated), a separate descrrptlon of performance can be prepared for a specific
. subgroup.of workers. . . R . .

T -
A
i~
o

-

’ . [:l GAN‘ZA ONAL JOB DESCRIPTION A Iocallzed*ﬁgﬁptlon of any of the other
. . ? ited totask responses from within a partlcular orgamzatlon This descrlp
tufn ulél reflect the relévancy of taskszs the occupatio rves"the mission and with

. resow sofa specmc empfoylng f|rm It"is esgecially seful to an organization-wish-

mg tot uor ajob descrlptlorrto its own unigue req nts, yet retain a capamty to »

. com e its situation wigh the general field of employ t for an occupation. Such com- .

parlsons coulebbe usefu in helping tg identify tasks for which postg'nployment training
- / S - LIS warranted for new employees, her from an occupatlonal training program or from

- m@e& empioymg orgamzatlons‘ . . . -, .

)

Oequattork!/ companﬁ)ns ‘based on workerbackgro8nds. Data.from the backgrou nd re-
/‘- sponses of workers can be summanzed separately for each complete occupation of job-type sur-,
;é, veyed. These summarles when comp , ygﬁ evidence of. similarities and differencés of workers

ier these occupatrons Suchjbmp‘anson could be based on aqy or all of such (natters as:® -

/"A .
./ . ! L N B .
el :. I Average |ength ofwork experlence ; . o '
1t N '?“l.k"* - ‘ e 4 / ) ’
oot e . - . *
4’ ' it T e 2
R FI 3
Y ) ! . . N . R \ 'Y 74 t - . .
- i ) - . ., .
) \. \ . . . N v ')
70 - ., nd

L
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=

rd

. 2 Lengths of work experiengce of the middlie 50% oi.the workers in each oocupatnon {that is,

- the semi-interquartile range.of experience yearsgited by.those workers, omumng the 25% :
. havung the least experrence and the 25% havrng the most expenencel ) -
‘ ) L)
: 3. anary sources of occupgtional training. . 3
. . 4 . Types of industry where employment predominates.

5. Major types of equrpment operated, used, or mamtamedﬂ.'

v Occupatm{al com'parrsons based on overlaps of takkgpaformed Taking the sepavatequ de s
, scriptions described earljer, it is possible ta note where complétely-different tasks are perférmed )
. in different job types, and their relativei nrfrcance to each job. Sjmilarly, where the same tasks .
. are performed in different jobs, major dif erences in srgmfrcance or pergent performing can also be
. ) nOted ’ . ¢‘
\ "' Occupational comparisons noting key distinctions differentiating jobs. Examining only those

tasks with reasonably high levels of significance or job occurrence from the overlap comparisons
above, estrmates of the task performance characteristics that differentiate between those jobs<3g be

obtained. This examination will Kelp identify those tasks mipst representative of a job,orqob cluster, e
distinguishing that job from_ related jobs. %
a .
» 1‘ ¢ < -
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" ACTIVITY: G: REPORTING
~ THE SURVEY RESULTS .

DESIGN THE SURVEY. . ) ’

.,

- Plan Data
Analyses

® Needs
® Task Informatnon
© @ {informant -
Backgrounds
® Data Summaries

Steps 7, 8,9, 10 Administer . . .
o ’ Questionnaires . Process T1Q Data | Report the Data

. ® Arrangemen'ts ® Preparation ® To Participants
. ® instruction . ® Glusters (if . /@ Formal Record

® Printing needed) ® Future File

Design Cuestion ® Recognition ® Summaries N - .
narres ngt Theu 1% - s . . @, Analyses b . Step21

, Administyation Steps 13,14, 15, 16

Steps 17.18.19. 20
® Format and

Sampling
® Pretest’

P

‘

Steps 11 and 12
i

Wal

t
‘ !

STEP 21:,PREPARE REPORTS OF DESCRlPTIONS
AND ANALYSES .

. ‘

In addition to whatever internal reports are appropnate‘-fus also recommended that several -
other reports be prepared, if not already included in the internal report system. These additional re-
ports are for the purpose of sharing the survey-results with o;hers

Feedback of fisults to survey participants. While it may not be feasible to communicate with
each questionnaire respondent, it is an expected courtesy to provide a short or popular description
of selected survey results to participating employers, associations, and key local administrators.
This need not be a |arge or fancy printing, buta gésture of appreciation for their valued assistance. ..
This-feedback report should be prepared and distributed soon after the survey admm;stratron is”
corhpleted, when some meaningful results can be communicated. Portionsof the analyses could be
reported to the ' membership of pertinent professional and Iabor associations through their period-

‘ mls and newsletters. - .

’
.

-*  Formal documentation of descriptive summary,data A report bf the survey effort and sum-
mary data on tasks of an occupation should be prepared to share these results with others outside
‘the agency- sponsoring the spﬁ/ey, whenever such sharing is within the policy of that agency. This
rt should describe the-procedures that were used if§ developing and administering the question-
naire andl the descriptive findings that were obtained. Such a report provides a permanent and
dated record of the effort and can also aid others in their efforts to construct and analyze Task
Inventory Questlonnarres D -

1




. ¥ * _ - . ¥ -
A suggested gutline of the formal report is as follows: - ol
~ 'nﬂwu“’m - ‘ ‘1 ‘ ¢ [ ’
5 -
~A. Purpose of the Survey _ ’ J
‘B. Definition of the Scope of Occypational Interest
' C. Definition of Key Terms Used *} - ‘.
.o . Methodology ) . —
, A. Construction of the List of Tasks ° | " ’
1’ - - "~ B. Characteristics of the Samples of Workers a%upervisors {types, locations,
industries, experience levels} 4 ) o
C. Data Collection Procedures (methods, dates) - . '
] D. " Analyses Performed (basis odhich relevancageas established)
Description of .Sopcific Jobs - \
; A.  List of Relevant Tasks (validation of tagk inventoty) - .
LI Y ¢ B. Summary Task Data ' P % . SRS
R C. TasksiAdded by Respondents . % - T -

] : yo7 ‘ N —f\'?
vl . Description of Respondents , :

\ ' ' , . ¢ ’ . [N

. A. Background Characteristics ,

‘ B. Equipment Usage , . ”

5 Analyses o : P % ’ .

T A. Scale Usaga and Interrater Reliabilities T

B. ©ther Analyses as Available and Rebors?le
_ Implications of Findings

w Itis recommended that the report employ the writing a@' format style as established by the

Publication manual.of the American Psychological Associatigti.(1974). The publication style of
this manual has been adopted by over 120 journals and periadicals in the fields of education, psy- .
chology, guidance, and other social sciences. By its use, portions of the report could become readily
convertible to articles in'such journals, and not require tP};e,,pm'pa*zrtioﬁI of-the material by twg differ-
ent style guides. / g ’ )

. - s : . ) \

For sharing the report with others, the following document clearinghouses and repositories are

suggested, along with others that may be known in particular occupational fields or by sponsoring
organizations, R - ‘

ERIC Clearinghouse on Career Education S

‘The Center for Vagational Education L R
1960 Kenny Road A , \

€olumbus, OH 43210

(operated under the sponsorship of the National Institute of Educatiow, HEW, for »

documents in the areas of adult-continuing, career, and vocatio;:I-technical edu-

‘cation) T o ‘ /o Ry
78 / ’




STEP 21:
. REPORTS

K

— Lo
> Task Inventory Exchange (TIE) . ’ .
*  The Center for Vocational Educatjon - .
1960 Kenny Road
Columbus, OH 43210
(operated as a service to education, government, and industry to promote the ~ - -
sharing of task/fnventories and related methodologies, providing one-copy reproduc- «
tions at cost on request where cgpying permission has been obtained)
‘ National Technical Information Service (NT1S) - -
U.S. Department of Commerce )
5285 Port Royal Road’ . )
- 'Springfield, VA 22161

~

{(a central source for the public sale of Government-sponsored resparét'm, develop-
ment, and engineering reports and pther analyses prepared by Federal agencies or

by their contractors c;g/r;ntees_) .
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o ‘APPENDIX - .~

. " J T . I .
] A I . by
’ A " hnand
N SOME OTHER POSSIBLE
TASK - RELEVANCY QUESTIONS . .
. 5‘1 . ' - T . . ’ ‘:“ . .
: . & @ . 2 '
. - These &itional task questions are cited ere only for their potential value to the user of this
“’/ voluie int special circumstances and needs that might ’-wountered such as when additional per- \
omnald ’

formance variables are desired to enhance an occupati eﬁrptron These other task questions
' are not part of the process generally recommended in this volume, and no, further description.is
* made of them, However .data cauld be* proeessed in a fashion comparable to the methods cited in
Step 19, Compute Summary Data. Though o specific recommendation is made for théir use in es-
tablishing job relevancy, for the'readers’ information these other T&fpdestrons include those per- A "{
£ . (*\mgto - . . .z Lo . o ;. . ‘; L
* * 4 A ! A

- £. How often each task is dorfe. -t )“s%
? : How rmportantnts‘each task. ) ‘ |
) 3. Perform?ncetrme. TR ‘ N o
PERTAINING TG HOWUFTEN EACH TA$K IS DONE e <7

’ LY

« ‘B Atwal Frequency of Performance (asked of yoorkers) .

Wrthm the last year or so in youyr present job posmon about how often have ﬁu ‘
been perforrmng each activity doné by you (as'checked in Questigm 1)? .

L. Response Scale and ‘Abbreviated Quest naire Symbols N, _

— -

\ 0+ ' No Ily not performed; huthm done’so in avery;pecral orpnusual Tt .
° . stahce. - . .- . : .

~% -
. k4

R T Ly 'Pet"fo'rm the attivity, but much less often than once a year. . - ) ) .
) ~© 1Y Perfdrm the activity aboyt once a YEAR on the average (but not as’
~ . often as-once a month). { : '
. . g ‘- ’ : \ - - .
e \ 1M Perform the > activity abqut once a MONTH on the average (but notas* . . «
-~ often asonceaweek).” -

W Perform the actrwty about’once’a WEEK on the average {but not as often . <

( I . as dnce aday). " Tl




lD Perform the actnvsty a&)ut once a DAY on the average

.

D+ Perform the actlwty several times each work day.

. Reference Ammermai& Pratzner, ‘974

_ This corresponds ‘to Question 10,Jor lCh the computer, program of Volume 5
» calculates summary values. 6
1]

®  Frequency ’ Task Pei:fo'rm ance'(_asked of workers}

N

-

!

'How frequently do you do the task? »

b“"- . l‘
. Response Form'at' - v

~

t:'." 3 -

* (Number) times per {time unit in terms of hour, day, week month or yeal')

: Reference Fruch’ter Morm &Archer 1963‘ -y
"

»

l Frequency of Task Perfp"mance (asked of workers) 2

-

_g -

» How often do you, perform thls €Sk on $our j‘Ob7

‘

. ResponseScaleandValues "\ ’
'\Dally. ) .‘ . V2 J-
\Eekly.' vgb_

Monthly. \/ 12
e 4

Quartprly. . \/—

-

- Less than qugtlr V- , ? -

2

KY
(rmue calcul'ated ag the square root of the annual fl'equency of
. peri@mance) . ,

re
* ’
.

s / te 7 ~ N
Refefence:'Cliarr&orla’ui 1964., l‘:sc-

./

. &

e From y’eXpernence as.a super'vlsoré judge about ‘how often a typlcal yvorker in ““
yagr operatit ould.perform each offhe activities you checked {in Questiori 2).
.« @ Base this judgmeht not only on what you feel would be the most desirable fre-
“quency of performance but also on what it is reasonable’to expect any one worker N

todo. .. - -8t ' EEL A L
.. . -

<

]

Reibonse Scale and Abbrewatpd Questlon,nalre Symbols S

g (T+. Normally shoyld never perform the actwnty, byt might do so in a spegial
LR br unusual situation. *




LR
_— lu Should perform the actrvrty about once a MO NTH on the averagé (but
i not as often as once a week). .
& g
g 1W Should perform the activity about once a WEEK on the average (but
‘ [ not as often as once aday) \ = e e
— TR e 1% Should perferm theactwrty abowt once a DAY on-the-average. . ° -®..
f ' D+ Should perform the actwuy several tlmes each work day .
- . 4
- Reference Ammerman & Pratzner, 1974. :
y ' This corresgonds to Question 11 for which the computer program of Volume 5
! caleuhtes summary values '
s p . + s
o Frequency of Performance (asked of training instructors) ~
. o How o‘ften is each task performed during the performance of the jobﬁ
- ‘. N ’ <
q .
R Response Scale:. 5 .
> " . Very rarely. o T ' .
oL Once in awhile. . ) : o
_ Frequently. - ) : ?
Everyday occurrence o ’
% . - EN ' 5] -
. . Reference: Mager & Beacb, 1967. 3 .. - _ . ' ®
¥ . : [ L . LY
® Las¥Tire Task Was Performetl (asked of wotkers) -~ ~ .
N : '
When was the last time you performed this task? ' .
) ) . . ' v, N S
R_espon'se Scale: ." .. I . . o .
i -+ 3 Within the Sst 3 months. .
oo « 7 b, 3morfths toa yearago: ~ - "y
‘ ¢. More thanavyear ago. L
‘ d.” Never while at this job positign. *
' Reference: Fruch‘ier, Morin, & Archer, 1963, ° .

. PERTAINING TO HOW IMPORTANf' IS EL'ACH TASK}

Y-~

Should perfOrm the actlvlty, but much less often than’ once ayear’ ° .

1Y Should perform the activity about once a YEAR on the average (but
not as often as once a month) ..

T e g Jm&rtanceof‘fasko(aske*f wor‘kersl

a w -

-

e -
How lmpprtantvrs each task to your jobd. . ' -

L3

‘e




[}

Py

s .- . Task ImpprtancetoJob (askedpfsupeﬂ"”"S) ' ‘/A)

" Based upon your supervisory. expenenoe in your present operatmns, what degree af‘

. rarily aslgned to assist your .

" Response Scale ind Definitions:
v e ’ .

Response Scale: - _ o Y

1. Extremely unimportant.

2. Veryunimportant.’ . -
3. ' Unimportant. - " . s
4. "Ahout medium mpo!ance

5. Important, i . *
6. Very important.
7. Extremely important.

Reference: Mdrsh&Arc'her 1967. - L e

- SRR S L ’ Cook )
® Task Importance to Job (asked of workers) T

- &
Wha&degreé of rmportance would you assign to each job-activity you pgrform (as
checkéd in Question 1)? Judge the importance of each activity in regard to its

contribution to effective operations in your office or firm, -

A

Respc;nse Sc'ale‘and Definitions:

High Impertarice - an essential part of your job, m that its perfor-

-t ) . mance by you decisively influences the effective-

ness of your office.or firff’s aperations.
Moderate Importance - an lmpgrtant (but not essentlal) part of your job.
That is, your. performance of the activi at&«
| _rially_{but not decisively) influences the Sfec
© . - ahess of your office or firm’s opetations. -

. Low Importance —-a re/atLVe/y unimportant part af yo@rr;gob n that

L. : *its per?orm?nce by you does not materially influ-

% _ : ence *the effectiveness of  your officg or- firm’s
' - e operations. . -,

7

v -

Reference: Ammermai’ Pratzner, 1974, - ® % ‘
This corresponds to Questlon 12 for which the computer program of Vol#me 5
calculates summary vakres' ' , s !

v

lmportance would you assign to each job activity that is appropriate for-your .
workers (as checked in Questro\fp Judge the importance of each activity in fe
ard to-its contrrbutron 1o effective bperaﬂons in your office or, firm..

- f . MR |
In makmg these judgments of a ivity rmportance, assume that.no helper is tempo-
. lworkerd)., Actlvmes of persons.in related jobs may

be important to your total operatron but on’ly the performam;e by ... (workers)

" shoutd-be rated here

— ' 4
. * )

118;~\

&

P

5
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. High Importance J ~ ‘an essential part of the workers jot;\m that its -

S Lo performance by the . . . (workers) decisively -
- . ) L flgences the~effectrveness of you; office or firm's
. . - c)peratlons . '

3 . L
y *

- an important (but not essentual) part of the |ob . d
That is, its performance by the . . . (wprkers)
materlally {but _not decisively) mfluences the

ffectweness.of your ofﬂce or firm’s operations.’

Moderate Imporia

oo s T s e T T L OW Frhiﬁb’ﬁahcé“—”. '_'—' +a refat/vely unrmportant part of the Job in that t?s» o
' ’ .o tperformance by the : . . (workers) does not mate-
. ' r/ally influence the ef:fecﬂveness of your offrce or
, - firm'’ s operations. - N .
. 7 g ' ~ |
_ Reference: Ammerman & Pratzner, 1974, - - i - .
e ) " This correspands, to Question 13 for wh|ch the oomputer program of Voelume. 5 oo
92 . calculates summary values. & .
. X « .
®  Criticality to Job Performance(askea of workers) _ o S

In relation to the other tasks of your present job, how critical is this task to your .

. -~ job performance’ - ' ' . ] . )
= . T, "‘ . ] 14
% _Response Scale:  ~ _ .. R
_ . e 71 Leasteritical. SRR . : )
. | = 2. Below average. . )
) + 3., Average. . z . . |
4. Aboveaverage. . ,. - . T , .
5., Most critical. | L o SRR ‘ -
- ! g . -, . Tt S B
Reference: Chamberlain, 1964. - - e } -
) V . . " '. ~ ) . . .> ‘.' - ‘ \' ) . N ;. .
. PERTAINING TO, PERFORMANCE T/Mi-' L " .o
- . . - . " .. . N ?; ‘
‘ L Time Needet toPerform (asl;ed of workers) ** - R oL .
TSN Lo . .. '
How m&h Ume does rt usualty take to. perform the task once? . , 2
A - : . T
r Response Format ‘.- _« S . . X ;
. : .+ .(humber) (1i unrt in segonds munutes or hour;s) / Lo
o .” . . Reference' ‘chh Mohn & Archer 1963 . - j * - -

Additional questrons yleldung possnble indices of the tralmng need for relevbnt tasks are bited . K
in the Appendix to Volume 4. T-hey pertaih to rgsuesof ficulty of task performance experience .
‘véquirementsy estlmates of tralnmg-requnrements ,and difficujpy of the’ Iearnmg . . . c
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RELATED PUBLICATIONS AVAILABLE FROM THE CENTER FOR VOCATIONAL EDUCATION .

€

OTHER METHODOLOGIES FOR DERIVING CURRICULUM EONTENT e - ' . !
Related Center pubhications augmenting e procedures-and guidelines of the five volume Performance Com‘ent for Job Training ace o
L} ‘ |
The initiis! adaptatign ot US A Force occupational syrvey procedures for application in civilian contexts This versron provides . :
a useful muo‘lcnon to the me‘hodology of task inwefitory sth veys - o
o . Procedr’zres for Constructmg and Using Task /nventor/es (R&D Series No 91), March 1973 ’ ‘ ~
: - ! ' :
s, ’ Comprememmg the fOcus oR the task pehormance content of jobs 1s the me(hodology 10?surveymg work- repa(ed techntcal con- - b
, cepts which have practical use to workers in the effective p&'ormance of their jab. Concept,inventory procedures aré described sad a
descrrptrve report oefé)ob significance ratings s givep for concepts in the occupations of automotive mechanics, business data program
mors and geuerals retaries
- e - oy Ratidg me Job S/gatﬁaance of Mwlﬁoncepm. An, Anp//cauon 1o Lhrge Occupatl ns (R&D Ser-es No-105), = R
[ December 1374 .

P

- ‘. Exploratory w,avs of -denn'vmg that work-relevamt affect by which warkers in gn’ occupation approach rhe,,r rob th¥r coworkers,
. « and the entire work esvironment. Procedures ase suggested, and rnmél tryout results ere rted, for a promrsmg approach to the ident-
. ©} fication o&those non-technical aspects of the job which contribute 10 worker satisfacgon a% success A companion report s provided :
for processing the,assoc-a'ted wor ker data . . . :
L A Method‘o)bgy to Assess the ‘Content and Structure of Affective an Descriptive Meanings Assocrated with the
Work Enwronrneﬂt (R&DSerres No 98) December 1974 '’ .-

. RCMA T 'A Computer Program to Ca/cu/ate a MeMe of Associative Verbal Re/al?cdness' tOccasional Paper Nq 61,1975 ! .
L} '

OCCUPATIONAL SURVﬁY REPORTS - - ' - T

Ay
Provrdrng field gpta for es(abhshmg the methodofogy of the fve volume Performarice Content for Job Training are

. .

Threeveports of task surveys conducted for specific occupations. These 1974 surveys were obtamed from numerous commumues .
in eght states distributed across the nation Both workers and immediate supervisors, 200 per occupanon provided task data 6n an arfdy * !
- of expenimental questions Rerlalnmg to (a) task‘occurrencxe (b} frequency’ of €atk Der'ormance {c) task significance to the job. (d) yyme .
- on job before task quahhcauon 15 expected, (e) sask importance 1o the job, (f} suggest:ons of performance problem areas, ‘nd (g) primary
. . learning.locations f@r each task  , “ . . . . . '
L Occupational Suryey Regort on Business Data Prggrammers, Task Qata from Workers and Superv(sgrs Lgd/gat/ng o
. Job Relevance and frarnrng Criticalness {R&O Series No 108):December 1974 '

. .. Occupationa! Survey Rep % on General Secrdtaries. Task Dats from Workers and Superwsors Igd/qat/ng Job
. B Relevance and Taiing C cy/néss (R&D Series No. 109), Januarv 1975 -

2 '
Yoe .

Occupanonaf.S‘urvey Reportan. Autornot/ve Mecharucs Task Data from Work ers and Superwsars Ind/catmg Jobr .
- Relevance and Training Crrq_ﬂness (R&D Series No 110), Jan?ary 1975

.

. .
. [P

A 1971 survey of workers jn one metropolitan, area was@onducted for entire occupanonaJ areas incorporating several specific oecu-
. patioris Freld data were obt™ined on‘(af taskh occurrence and (b) relative propartion of time speht on each task Thi survey reporsts
- rr\c\ude comparisons,between related occupatigqns, ‘and generate. lhe initial Jrstmgéf tas‘ks Lped 1n subsequent studies of specific owupauons
within each occupational held - . .

4 ~ B . b . ¢
Autgmotwe Mecharya chpat/onal Performance Survey ffuro Serres No 36) March 1973 ; .
Secretarial Science Océ;/pat/ona/ Performqnq Survey (R&R Seies No 87), March 1973 v -/. B "

Busmess Data Proces.smg/Occupauonal Pprformance-srgveﬁ Sgrres No 88) March 1973, } 4 g
sunvevwcuamcur.w oever.oeens L e

%e . " * ! 3 » .
. . a0 W

Prownding information on the actvitie€ and needs of ¢urriculum developers is the01974 syrvey, of more thgn 300 persons n education and_ .

training, bath public and privaté, throughout the nation ' The survey analysis en\phasrzgs the, responses of curricutum developers concerned with ‘

vocationst education to the Iist-of 68 work activities, but ingludes other areasof public education, business/industry’ and govemrﬁemagontres

, Responges were gw’cﬂ to actsvity Questiorns pertaining 1o (a) occujrence of the acuvrty {b) degree of prabjem encountered fn per'ormrl’?&ch

.activity, and, (c) acufity _mportance to the fob . . 1., v ‘“’ - | .
Actjvities Problems, and Needs of Curriculum Develbper; A Naf/pna( Sqrvey (R&Q Sertes No 415), May 1976

TAS. INVENTORY EXCHANGE . ) h P ’ ‘ ’ . T ’
3 x N
5 o s . To pfomate the sharing and general availability of task inventories and of occu?)atronal surveys, a central clearmghouse 11 condu led for ~ ’\.
+  ‘the collegtion and drssemynat:on of malerrals prepared by agencies in education, labor, agriculture, dustry , business, government, the professions, s
and vanous special interest groups Theee volumes of a directory of over 800 avagable task invenrories so far have beep puhlrshed Addmonaliy |

3 symposium on mgthtﬁ:nogres was {ponsored at which f&prasemauon% were made to an audience of 158 persogs 1rom 26 stytes, shamng their

eipanenccs p(oblems lutions, and thinking on varipus asgects of the issue . , . . .

D/rectoril Q‘Task Inventées, Vo/urne 1. 1974 {UN Series No. 6) January 1975 ' . o ',: <. Lo

.. " tory bf Task JInventories” Volume 2, 1975 {UN Serres No 7) 1975 .. 'l o i . . S
T tor} of Task Invgotoires Volume 3, 1976 (UN Senes No 8), 1976 . o _
'Procea}/ng ‘of a .S(yrnvggrurn on Task Analygs/fask Inventorieg (UN Senes No. 101, November 1975 " ’ . ,' ’
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